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EDI Contacts

Whitney Blaylock

Approval Role: State Regional Coordinator
Cell (918) 839-2592

Email: whitney.blaylock@careertech.ok.gov

Andrea Bradley

Approval Role: State Requisition Coordinator
Office: (405) 743-5572

Email: andrea.bradley@careertech.ok.gov

Lori Broyles

Approval Role: State Regional Coordinator
Cell (405) 361-5268

Email: lori.broyles@careertech.ok.gov

Patrick Clanin

Approval Role: State Regional Coordinator
Cell (405) 747-6114

Email: patrick.clanin@careertech.ok.gov

Gina Hubbard

Approval Role: State Initiative Supervisor
Office: (405) 743-5167

Email: gina.hubbard@careertech.ok.gov

Contact & Support Information

Lori Laufer

Approval Role: State Regional Coordinator
Cell: (405) 385-3176

Email: lori.laufer@careertech.ok.gov

Delbo Leach

Approval Role: State Regional Coordinator
Cell: (405)929-0436

Email: delbo.leach@careertech.ok.gov

Max McKnight

Approval Role: State Initiative Supervisor
Cell: (405) 714-7246

Email: max.mcknight@careertech.ok.gov

Cara Pattison

Approval Role: State Regional Coordinator
Cell: (405) 664-3679

Email: cara.pattison@careertech.ok.gov

Karen Talbott

Approval Role: State Regional Coordinator
Cell: (580) 336-8676

Email: karen.talbott@careertech.ok.gov

IMPORTANT: For questions about specific EDI requirements or what content you need to input
or attach with your worksheet, contact your ODCTE Regional Coordinator.

CTIMS Support

If you have questions about submitting information in CTIMS, please contact CTIMS Support at

CTIMSSupport@careertech.ok.gov, or contact:

Rebecca Thacker

Technical Support Specialist

(405) 743-5134
rebecca.thacker@careertech.ok.gov

Carol Hall

Manager, Information Management Division
(405) 743-5125
carol.hall@careertech.ok.gov

Mika Hickman

Administrative Assistant
(405)743-5124
mika.hickman@-careertech.ok.us

Andra Beyer

Data Quality Coordinator

(405) 743-5403
andra.beyer@careertech.ok.gov

Dennis Griffith

Performance Data / Analysis Coordinator
Office: (405) 743-6882

Email: Dennis.Griffith@CareerTech.ok.gov
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Approval Process Overview

Approval Process Overview

EDI Role

Worksheet Approval Stage (Stage 1)

Process

Local Coordinator

State Regional
Coordinator

State Initiative
Supervisor

EDI Role

Initiate the Worksheet Approval process. Budget is added here along
with company information. Upload the Excel spreadsheet, as well as
supporting documents (i.e. 3" party vendor proposal).

Approve the budget and line items and confirm company information
is entered completely.

Approve the budget and line items. The Worksheet becomes fully
approved.

Agreement Approval Stage (Stage 2)

Process

Local Coordinator

Local BIS Director

State Regional
Coordinator

State Initiative
Supervisor

Local
Superintendent/CEO
(or designee)

State Requisition
Coordinator

Local Finance
Coordinator

Initiate the Agreement approval process. (No changes should need to
be made.)

Approve the Agreement

Approve the Agreement. The approval will generate a signature on the
SOu.

Approve the Agreement. The approval will generate a signature on the
SOu.

Approve the Agreement. The approval will generate a signature on the
SOu.

Generate the SOU, submit the requisition to finance, enter the PO
number into the Agreement.

Enter OCAS codes and add new codes as needed. The Agreement
becomes fully approved.

2|Page



Approval Process Overview

Budget Adjustment Approval Stage (if Agreement changes are necessary)

EDI Role

Process

Local Coordinator

Local BIS Director

State Regional
Coordinator

State Initiative
Supervisor

Local
Superintendent/CEO
(or designee)

State Requisition
Coordinator

Local Finance
Coordinator

EDI Role

Initiate the Budget Adjustment process. Budget is adjusted and/or new
line items added here.

Approve the Budget Adjustment.
Approve the Budget Adjustment.

Approve the Budget Adjustment.

Approve the Budget Adjustment.

Verify the PO amount is still accurate. (if $ increased, then request
finance increase the PO amount)

Verify OCAS codes and add new codes as needed. The Budget
Adjustment becomes fully approved.

Invoice Approval Stage (Stage 3)

Process

Local Coordinator

Local BIS Director

Local Finance
Coordinator

State Regional
Coordinator

State Requisition
Coordinator

ODCTE EDI
Finance Reviewer

After training is complete, the EDI Local Coordinator initiates the
invoice process.

Review and approve invoice line items and attachments.

Review and approve invoice line items and attachments.
Review and approve invoice line items and attachments.
Verify the invoices, print the documentation, and deliver to the finance

department.

Review and approve the invoice and documentation. The invoice
becomes fully approved. Pay the claim.
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Worksheet Process

Help and Troubleshooting

If you do not have a CTIMS account set up or are having trouble with the navigation or software,
contact CTIMSSupport@careertech.ok.gov. Send a message describing your problem. Include your
school name and your telephone number and we will contact you.

If you have forgotten your password, click the Forgot your password? link to reset.
For helpful tips, see the CTIMS Helpful Hints section of this document.
IMPORTANT:

Please log into CTIMS using Internet Explorer E version 11or higher or Microsoft Edge
. CTIMS is currently not compatible with other browsers.

CTIMS Customer Support Contact
Rebecca Thacker

Phone: 405-743-5134
CTIMSSupport@careertech.ok.gov
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Logging into CTIMS

Sign in using your school email and CTIMS password at
https://ctims.okcareertech.org/CTBDSWeb

Sign in to your CareerTech CTIMS account.

\ \ 3 Email:

"'“ b‘ OKLA HOMA Password:

P L CareerTech |
4“‘, CTIMS =0 [JRemember me?

Sign in

Forgot your password?|

Or,

Go to http://www.okcareertech.org/ and select the CTIMS tab.

Translate State Agencies
’ Don't Wait! Get your REAL ID at a Department of Public Safety MEGACENTER in Oklahoma City or Tulsa
12
S e § 0
About Students Educators Business & Industry Media Center Interactive Data CTIMS More w
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On the IMD website, select the green CTIMS Login button.

CTIMS (CareerTech Information
Management System)

CTIMS Login and Assistance

I E + Click here to login to CTIMS:

* Microsoft Edge , Mozilla Firefox , or Google Chrome are currently
the only browsers compatible with CTIMS.

» Setting up your CTIMS Account

+ For help with CTIMS, contact the Information Management Division via email:
CTIMSSupport@careertech.ok.gov

+ Support available Monday through Thursday 7:00 - 5:00 and Fridays 7:00 - 4:00
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Worksheet Process Flow

Worksheet Process Flow

Roles: Worksheet Approval Process
The roles represent the stages required in CTIMS for the submission of a New Worksheet
(Application).

Stage 1 - Local Coordinator — Creates, completes, saves and submits new worksheet. This
starts the Worksheet approval process. The budget is added with the company information. The
mandatory Excel spreadsheet is uploaded.

\ 4

Stage 2 — State Regional Coordinator — 2" Approval. Reviews and approves
or rejects worksheet and line items, and confirms company information is entered
completely. If approved, the worksheet goes to the EDI State Supervisor stage. If
rejected, it goes back to stage 1.

$

Stage 3 — State Initiative Supervisor - 3 Approval. ODCTE
state staff review and approve or reject the worksheet. If
approved, this completes the Worksheet approval. If rejected, goes
back to stage 1.
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Worksheet — Stage 1 — Local Coordinator

Local Coordinator
Starting a New Worksheet

e Sign in at https://ctims.okcareertech.org/CTBDSWeb/ using your school email and
CTIMS password.

Sign in to your CareerTech CTIMS account.

Email:

careervech N
CTI MS Isr;f;:;ver’:’\nahor\ Management 1 Remember me?

Forgot your password?

© 2018 - Use the Microsoft Intemet Explorer Version 11 or higher. GTIMS is currently not compatible with other browsers.

IMPORTANT: Please log into CTIMS using Internet Explorer version 11or higher or
Microsoft Edge - CTIMS is currently not compatible with other browsers.

e Verify that you are signed in with the role of an EDI Local Coordinator. In the top
right corner. Use the drop-down arrow to select this role.

g%ﬁg[f{:h‘_“ Oldahoma Department of Career and Technology Education

p [} Orgmizaions
r LGt
Okiahoma Depariment of Career and Technology Education
OK DEPT CAREER TECH

e Click the arrow ' * next to Grants on left navigation.

b [\ Organizions
r Doais
Oktahoma Degarimentof Career and Techndogy Educaon
OKDEPT CAREERTECH

GOIDD00DD

9|Page


https://ctims.okcareertech.org/CTBDSWeb/

Worksheet — Stage 1 — Local Coordinator

e Click the arrow ' * next to Grant Process on left navigation.

Vidnesiay, Januay 8, 2020 1233 P el ke vl Bcreetech o gt

b ol
‘lffl’l?t’l |l““|I CHGanOMe Uijsnst,of Career and Technalogy Educaiion
T

Oiahoma Deparment of Career and Technelogy Educaiion

OKDEPTCAREER TECH

e Click the arrow * nextto EDI Process on left navigation.

‘Okishoa Deparmentof Caressand Techrwiogy Ecaton
OKDEPT CAREER TECH

B0N00000

e Select EDI New Worksheet/Agreement Flow.

Ofahoma Depamest of Care an Teshnology Educafon
(OK DEPT CAREER TECH
000000

(ODCTE Diskict
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Worksheet — Stage 1 — Local Coordinator

EDI Grant Submit Worksheet — Step 1

1.1 - Complete the EDI Grant Submit Worksheet — Step 1 form. The tagged numbers on the
screenshot correspond to the instruction steps below. Many of these fields will automatically
display based on your organization login credentials.

1.

2.

w

B2 ©O©o0o~N®

11.

12.

Fiscal Calendar Year*. This field automatically displays the current year. If you are
applying for another year, change this field.

Grant Fund Type* automatically displays based on your organization login and role
credentials. Should be EDI.

Organization Type* should be Tech Center Districts and will automatically display.
Select an Organization * by typing in the first three letters of your school or
organization name.

Select an Organization District* if it does not automatically appear after typing the first
three letters of your Organization name or if you need to select a different Organization
District.

Select a Program Initiative* from the dropdown menu.

The Worksheet No.* automatically displays after selecting the Program Initiative.
Organization Type* will automatically display as Business Masters.

Select the appropriate Client Type* from the drop-down menu.

. Select an Organization you are requesting training by typing in the first three letters of

the organization name.* If this is a new organization, not in the Business Master, you
will need to request a new business code by going to Organizations>Business
Master>Request New Business Code (See the Business Master guidebook on the
CTIMS page for complete instructions: https://www.okcareertech.org/about/state-
agency/divisions/imd/ctims/BusinessMasterGuidebook.pdf ).

The Business Code* is associated with the Organization and automatically displays after
an Organization is selected. If the organization is not available on the drop-down menu,
you will need to reactivate or request a new business code. To reactivate or request a
new business code, refer to the Business Code section of this document found here.
After verifying that all information is correct, Click Save & Next button.
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Worksheet — Stage 1 — Local Coordinator

NOTE: A red asterisk (*) on the form indicates a required field.

Dashboard ~ EDI New Worksheet / Agreement Flow %
EDI Grant Submit Worksheet - Step 1
¥ Save & Next
Fiscal Calendar Year* 1 - 0192020 v | Grant Fund Type* 2 - Enl Y
Orgarizafon Type: 3 T Teoh Cener Dt v | Onganization:* 4 = Sample Technology Center Center v
Organizafion Distict* 5 - Sample Technology Center Center v Program Infiafve:* 6 = Economic Development - Firefighter (Type 83) -444 v
Viorkshet No* T = s o0 N FRERA A TS ACTETBOICT
Client Basic Information For work Sheet
Organization Type* 8 = BusinessMasters v ClientType* 9 = Business Masters ( Company) v
Organization® 10 - Sample Organization v Business ot 11 - |=m
View Location(s) | View Confact(s)
Vear Established FEI Humber
Primary NAICS Code Fire Protection (922160) Secondary NAICS Code Agriculture, Foresty, Fishing and Hunfing (11)
Vears inBusingss Yearsin Oklanoma
Wo. of hourly Employess 0 No. of Salaried Employees 0
Highest Level if Employment Client Products
Approval Status Vendor Number
Year Formed Vear Joined
YearLeft Impact District Id
Region DUNS Number
12 - smesbed

IMPORTANT: You must select an organization under the Basic Information for Work Sheet section before
the Save & Next button will be available. The information in the form below the Client Basic Information
for Work Sheet section is not a fillable form. You do not need to complete any of this information.

12| Page



Worksheet — Stage 1 — Local Coordinator

EDI Grant Submit Worksheet — Step 2

2.1 - Verify the client information on the EDI Grant Submit Worksheet — Step 2 Page.
Expand the Provider Organization Details section by clicking on the +(plus) sign if it is not
already visible.

Dashboard | EDI New Worksheet / Agreement Flow X

EDI Grant Submit Worksheet - Step 2

(Refresh | [3 Workshes! Summary | © Save & Next

 Provider Organizafion Details
|

+ I‘mm\aﬁun

{undmg juest Details

S ——— CRefiesh () Worksheet Summary | @ Save & Next

2.2 - Verify the Basic Client Information. Expand the Basic Client Information section by
clicking on the +(plus) sign.

Dashboard  EDI New Warksheet  Agreement Flow X

EDI Grant Submit Worksheet - Step 2

= Provider Organization Details QRefresh | [ Worksheet Summary | @ Save & Next

Fiscal Calendar Year” 2018.2020 .| Grant Fund Type* Dl

Organization Type= Tech Center Disticts v | Organization:* Sampla Technalogy Center Center

Sample Technolagy Center Center v | Program Inifafive:* Econonic Development - Firefighter (Type 83) 444

Worksheet Ho™ WS-1920-EDIEDIFIREFTR444-07X111745-1519F06F645C

+ Basic Client Information

|

|
% Request Details
E / CReftesh | [ Workshest Summary | @ Save & Next

2.3 — Expand the Funding Request Details section by clicking on the +(plus) sign.

Dashboard ~ EDI New Worksheet / Agreement Flow X

EDI Grant Submit Worksheet - Step 2

+ Provider Organization Details (QRefresh | [3 Workshest Summary | @ Save & Next
i

= Basic Client Informationy

Organization Type* Business Masters v Client Type* Business Masters { Company)

Sample Organlzation v DBusiness Code’ 25003 DUNS

|
+ Funding Request Details

/ (Reffssh | [} Workshest Summary | @ Save & Net
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Worksheet — Stage 1 — Local Coordinator

2.4 — Scroll down to access and complete all the sections. You must put something in every box
with a red asterisk (*). This form is different for each initiative. After you complete the form,
click the Worksheet Summary button to print a pdf of your worksheet

+ Provider Organization Details G Refesh | 3 Workshoet Summary | ) Save & Next
i
 Basic Client Information
i
= Funding Request Details
New FFT Worksheet
Fire Stafion Name*
Fire Station Mailing Address®
Chiefs Name*
Chiefs Phone*
Chisfs Email Address*
Contacts Name*
Contacts Tie™
Contacts Phone Number*
Contacts Email Address
Coniract Start Date* i}
Current Employees® (Numeric value)
Number Of Trainees* (Numeric value)

2.5 — Click the Save & Next button at the top or bottom of the form.

What type of training is being requested?

v
Assessments

Cansumables
Curicuium Books
Curriculum Development
Video Development
Travel

Equipment

Software

Miscellaneous

CRefiesh | (3 Wl isheet Summary | ) Save & Next

NOTE: You can click the Worksheet Summary button at the top or bottom of the form to view
the Worksheet details before going to the next step.

IMPORTANT: You must finish the EDI Grant Submit Worksheet — Step 2 page and click Save and
Next for any of the information to be saved.
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FORM EXAMPLES:
TIP & TIG Worksheet:

Worksheet — Stage 1 — Local Coordinator

nts Dashboard =~ EDI New Worksheet / Agreement Flow %

fzrant Process
| EDI Process

EDI New Worksheet / Agi

|¢] EDI Manage Grant Works

+ Provider Organization Details

|61 EDI Invoice Process + Basic Client Information

2>
+ Attachments

= Funding Request Details

New TIP Worksheet
Client Name*

Client's Mailing Address™

‘ CEQ's Name

CEQ's Phone

CEQ's Email Address
Contact's Name*
Contact's Title*

Contact's Phone Number®
Contact's Email Address™
Client's Product

Years in Business*

YYears in Oklahoma*

EDIG

Submit Workshee

G Refresh  dg Worksheet Summary @ Save & Next

Firefighter Training Worksheet:

nis Dashboard | EDI New Worksheet / Agreement Flow %

brant Process

| Process

=+ Provider Organization Details

4] EDI Invoie 2 + Basic Client Information

=+ Attachments

= Funding Request Details

New FFT Worksheet
Fire Station Name*

Fire Station Mailing Address*
Chiefs Name*

Chiefs Phone”

Chiefs Email Address™
Contact's Name*

Contact's Title*

Contact's Phone Number*
Contact's Email Address*
Contract Start Date* m
Current Employees®

Number Of Trainees*

& Refresh | g Worksheet Summary | (9 Save & Next

© 2016 - Production Site. Please log In using Microsoft Explorer version 11 of higher. CTIMS Is currently not compatible with other browsers. | Version: 1.0 | CTBDS
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Worksheet — Stage 1 — Local Coordinator

New Safety Worksheet:

ans Dashboard | EDI New Worksheet / Agreement Flow X ~
Grant Process EDI Gran
I ED1 Process

< Provider Organization Details & Refresh || gl Worksheet Summary | & Save & Next

=+ Basic Client Information

+ Attachments

= Funding Request Details

New Safety Worksheet

Contact's Name*

Contact's Title*

‘ Contact's Phone Number*

Contact's Emall Address*

Confract Start Date* m
Current Employees.

Number Of Trainees

Why Is training being requested?

Maintain

Upgrade

What type of training Is being requested?

Economic Development — Incubator Worksheet:

hts Dashboard EDI New Worksheet / Agreement Flow X A
ant Process | Grant Submit Worksheet

E
EDI Proce:

= Provider Organization Details

[l EDI Manage Grant Works

(] EDI Invoice Process = Basic Client Information
>

& Refresh | g Worksheet Summary | () Save & Next

=+ Attachments

= Funding Request Details

New Incubator Worksheet

Contact's Name*

Contact's Title*

Contact's Phone Number*

Contact's Email Address*

Contract Start Date” m
Current Employees®

Number Of Traines

Why Is training being requested?
Maintain

Upgrade

What type of training Is being requested?

16 |Page



Worksheet — Stage 1 — Local Coordinator

EDI Grant Submit Worksheet — Step 3

3.1 - On the EDI Grant Submit Worksheet — Step 3 Page, click on the +(plus) sign next to
Budget Line Items to expand this section of the form if it is not automatically expanded. On the
Budget Line Items screen, you can click the Add Budget Line, Remove Budget Line, or
Cancel Budget Line Changes. The first line automatically comes up, so you can start typing in
the budget item. Just click in the blank box under the column titles to begin.

1. Complete Budget Line Desc with the description of the item.

Complete Req. Units (Required Units-Zero (0) is not acceptable in this field).

3. Complete Req. Unit Cost (Required Unit Cost-Zero (0) is not acceptable in this
field).

4. Complete Req Unit Type (Required Unit Type)-Select Req Unit Type from the
drop-down menu.

5. If your school will match any of the funds, enter that amount under Matched
Funds.

6. Click Add Budget Line, to add more budget lines and repeat steps 1-5. (You
may need to scroll to the right to see all columns).

N

Dashboard | EDI New Worksheet / Agreement Flow X
EDI Grant Submit Worksheet - Step 3
+ Provider Organization Details (@ Refresh | [3 Worksheet Summary | i One Step Back | @ SaveasDraft | @) Submit For Approval
i
+ Basic Client Information
* Project Details
i
= Budget Line ltems

Grant Allocation
Sub Aviard Alocation Viorksheet Budgeted Worksheet Reguested Told Agrecment Budgeled Fuly Approved Invoiced Agreement Unbudgeled = (Mlocaled - Agmi, Budgeled) Remainingfo Inveice
$63,038.00 $25,683 51 52568351 $11,01521 s000 35202279 §1101521

+ Add Budget Line | X Remove Budget Line | © Cancel Budget Line Changes
Budget Line Dest. Req. Units Req Unit Cost Req. Unit Type: Work Shest Total Req Total Matched Funds Stafus.
000 $0.00 5000 $0.00 000 Active

1 2 3 L 5
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Worksheet — Stage 1 — Local Coordinator

|00

.2 - Type a Note in the space below the line item budget area if needed.

Sub Award Alocation Worksheet Budgeted Werksheet Requested Total Agreement Budgeled Fully Approved Inveiced Agreement Unbudgeted = (Allocated - Agmit. Budgeted) Remaining to Invoice
$63,036.00 525,663.51 525,683 51 $11,01521 5000 55202279 51101521

$1.00 $1.00
Note

\ Maimum 1000 characlers length I

N~~~

3.3 - Add supporting or required attachments. Expand the Attachments section by clicking the
+(plus) sign. Then, click Browse, and find your document. Finally, select Upload & Save file.

NOTE: If you do not have your attachment file prepared at this time, you can click Save as
Draft and return later to complete the Worksheet process.

Budget Line ltems
I
= Attachments ’
: Browse. Upload & Save fle
Attachment Note: : ' ,

Status File Name Attachment Note Uploaded Dale Action

@ Activelinactve flels) | & Delste fle(s)  Download al fes

+ Acknowledgements

(jRefresh | [ Workshest Summary |« One StepBack | @ Save asDraft | @ Subnit For Approval

3.4 - You can add a note for the attachment after it has been uploaded by clicking the field for
Attachment Note.

To save as Draft

You can Save as Draft at this point and it will save all information you have input on the
Funding Request Details form and the Budget Line Items section without submitting for
approval. This will let you stop the process and resume at a later time. You can make any
changes you need to the Funding Request Details or the Budget Line Items before you submit
by selecting the line and making the changes.
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Worksheet — Stage 1 — Local Coordinator

EDI Grant Submit Worksheet - Acknowledgements

4.1 - Click the +(plus) sign next to the Acknowledgements section and check the
acknowledgement certification buttons, then add an Acknowledgement Note. This is required,
but you can add your initials if you do not have a note to add.

Oklahoma Department of Career and Technology Education

EDI- Local BIS Coordinator .

Dashboard  EDI Manage Grant WorkSheets/dgreementsinvoiceFollow-up % WS-1617-EDI-EDHFIREFTR-444-16X111745-43C54AESITER - New X

EDI Grant Submit Worksheet - Step 4

4 Provider Organization Details @ Refresh | §g) Worksfieet Summary | s One Step Back (2 Save as Dralt | @ Submit For Agproval

‘ 4 Basic Client Information |

‘ + Budge! Line ltems |

B I U | (nherledsize) v (mheted font) v Fomt v EE 3 E | =E €

Add note here. If you do not have a note to add, =
type your initials. This field is required.

€ Refresh | {5 Worksheet Summary One Step Back | @) Save as Drafl | @ Submil For Approval

NOTE: To ensure your worksheet is complete and accurate, you can view or print your
worksheet summary page before submitting for approval. Click on the Worksheet Summary
button at the top or bottom of the form. Be sure to Save as Draft before viewing the Worksheet
Summary.

Dashboard | EDINew Worksheet/ Agreement Flaw %

EDI Grant Submit Worksheet - Step 3

# Provider Organizaton Detals Nedgsh | [ Worksheet Summary | i« Onef\epBack | @ Save as Dralt | @ Submit For Approval

+ Basic Ciient Information
+ Project Details
|
+ Budget Line ftems
i
+ Attachments
|

= Acknowledgemenis

/' * By checking this bax, | ceriy that th informalion provided is accurate and complete.
Acknaviedgement Note:
B I U (nheriedsze) v | (nheited fonl) v romat v E|2/3E|i=lEE

Tesd

%mﬁn (3 Worksheet Summary nOneSt\Back © Save as Draft | @ Submit For Approval

N~
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Worksheet — Stage 1 — Local Coordinator

e To print the Worksheet Summary, click the save icon =~ and choose Excel or PDF
from the drop-down menu to download a document that you can save or print. To return
to the EDI Grant Submit Worksheet — Step 3 form to submit for approval, click the 5 on
the Grant Worksheet Summary tab at the top of your screen.

oA [ Jarzz b bl o [ Jmmagne [ ] 3 \

XML file with report data |
CSV (eomma delimited)
POF iH

MHTML {web archi
Waorksheet Request Number: W5-1920-EDI-EDI-FIREFTR — g i)
School Mame: Sample Technology Center Center TIFF File i
School Code: 0123456789 Word i

4.2 — On the EDI Grant Submit Worksheet — Step 3 form, click the Submit for Approval
button at the top or bottom of the form.

Dashboard nt I/ Folow-up X | WS-1920-EDI-EDI-FIREFTR-444-07X111745-1519F08F645C - New X

EDI Grant Submit Worksheet - Step 3

4 Provider Organizaton Detals Refiesh | [3 Worksheet Summary | 1« One Siep Btk | @ Save asQuafl | & Submit For Approval
'

+ Basic Client Information
+ Project Details
'
= Budget Line ftems
'
+ Attachments
i
= Acknowledgements

/' * By checking tis bax, | cerfythatthe information provided s accurale and complete.
Acknoviedgement Nole:
B 1 U (nheriedsize) v | (inheritd fot) v | | Fomat NEEIEIEEE

Test

| —

(Refresh | 3 Worksheet Summary | One Siep Back vm asDraft || @ Submit For Approval

Your worksheet has been successfully submitted. You will receive an email from the CTIMS
stating your worksheet has been submitted successfully to the EDI State Regional Coordinator.

If Change Request is needed: After you submit the worksheet/application, if there are any
changes needed due to change in training need or it has been rejected, you will have to use the
Change Request process. The Local Coordinator can initiate the change request process at any

time before it is fully approved by the ODCTE staff. You can find complete instructions on
here.

IMPORTANT: If you do need to do a Change Request, do not select the EDI New
Worksheet/Agreement Flow option on the left navigation. This will start a completely new

worksheet.
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Worksheet — Stage 2 — State Regional Coordinator

State Regional Coordinator

After the Local Coordinator has created and submitted the worksheet, the State Regional
Coordinator will receive an email to review the worksheet and budget to approve or reject.

Signing in & Opening the Worksheet

IMPORTANT: Please log into CTIMS using Internet Explorer version 11or higher or
Microsoft Edge - CTIMS is currently not compatible with other browsers.

Verify that you are signed in with the role of an EDI State Regional Coordinator in the top
right-hand corner.

{Cﬁ,ﬁgi‘ [t'('!l Oidahoma Depariment of Career and Technology Education

Oidahoma Deparment of Career and Technology Educafion
OK DEPT GAREER TECH
Organizafion Code: 601000000

Ongaricaion Tpe ODCTE Disid

e Click the arrow ' * next to Grants on left navigation.

Oklahoma Department of Career and Technclogy Educafion
0K DEPT CAREER TECH

e Click the arrow ' * next to Grants Process

omday, January 13,2020 1:53 PM | Helo kemwatkms @earecrizch ok govt ]

Sapartment of Career and Technology Education

Dkdahoma Depariment of Career and Technology Educaion
(OK DEPT CAREER TECH
BUI000000

(ODCTE Disfrict
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Worksheet — Stage 2 — State Regional Coordinator

e Click the arrow | * next to EDI Process

career 'ﬂ.,!.!m, Okiahoma Department of Career and Technology Education

CTIMS Lw‘\v::’r"*‘rrwl EDI- State Regional Coordinator v

LGranis
4| I rant Process
» [LEDIProcess

TiRepors Oklshoma Department of Carser and Technology Educafion

Short Name: OKDEPT CAREER TECH
Organization Code 601000000
ODCTE District
—

e Select EDI Manage Grant Worksheets/Agreements/Invoice/Follow-up to approve
individual schools.

py——
career ‘ﬂ'h - Oklahoma Department of Career and Technology Education
; o EDI-Stae Regional Coorcinator

4 [anis Dashboard

Field Details

Okiahoma Department of Career and Technology Education

4 Grant Process
o EDH News Worksheet / Agreement Flow o
¢ DI Manage Grant WorkSheets/Agreemenis/invoice/Follow-up Shott Nane

OK DEPT GAREER TECH
06Ess
n Worksheet/Agreement Summery Onganizaon ghge 801000000
it Admin Invaice Summary izgiffl Type ODCTE D
o rganizafion Status Ach_ve

e Select EDI Grant Admin Worksheet/Agreement Summary to list all pending requests.
Check the ALL boxes on Program Initiative, Organization Type, and Organization to
list all the requests for all schools. Click Search to display all in the display screen.

Oklahoma Department of Career and Technology Education

EDI - State Reglonal Coordinator

+ Dorans Dasnboard | EDI Grant Admin WorksneevAgreement Summary
« [ Grant Process
4 [l EDI Process EDI Grant Admin Worksheet/Agreement Summary

2018-2020 EDI -
~Select-- Tech Center Districts -

Approval Function Type: * M
Filler on Status: * ™

 Save changes | ® Cancel changes  [3 Export to Excel

n Submission
& Provider Name Ciient Name Worksheet Approval Current Stage  Date Worksheet

22 |Page



Worksheet — Stage 2 — State Regional Coordinator

If you are selecting individual schools, complete the EDI Grant Fund Worksheets List form.
The tagged numbers on the screenshot correspond to the instruction steps below.

NOTE: The red asterisks* represents a required field.

1. Verify Fiscal Calendar Year*.

2. Verify Grant Fund Type is set to EDI*.

3. Select your correct Organization Type from the drop-down menu. This should
default to Tech Center Districts.

4. Select your Organization by typing in the first three characters of the technology

center name.

Verify the Organization District*.

Select a Program Initiative* using the drop-down menu.

Approval Function Type will remain as All.

Filter on Status will remain as All.

Select the Search button to search for any outstanding worksheets/applications that

need your approval.

© oo ~NoOo

NOTE: A red asterisk (*) indicates a required field.

Dashboard | EDI Manage Grant WorkShests/Aqreements/invoice/Follow-up X

EDI Grant Fund Worksheets List

Fiscal Calendar Year* 1 - e v Grant Fund Type:* 2- EDl

Organization Type:* 3 ™ Tech Center Disticts v Organizafion* 4 ~ (Sample Technology Center Center X v
Organizaion Distct* 5- Sample Technology Center Center v Program e © - Exonomic Development-Fregier (ype £3) 444

Approval Function Type: * 7 _ A v

Fitr on Stahus:* 8-u v Qsanh - Q

 Savechanges | @ Cancel changes [ Export to Excel

Agreement
Worksheet Approval ‘Submission Agreement Approval Worksheet Approved Subrission  Agreement Approved

Cignt Name Curent Stage Date Warksheet Cunent Stage Staus Date Status

The EDI Grant Fund Worksheets List will open and the worksheets/applications that needs to
be approved will be listed.
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Worksheet — Stage 2 — State Regional Coordinator

NOTE: You can click the arrow * in the first column to open the worksheet summary of the
Approval Stages for each worksheet. The Worksheet Approval Current Stage column will
show the current role that needs to take action on the worksheet.

+ Savechanges @ Cancel changes [ Export to Excel
Worksheet Approval Agreement Approval Vorksheet Approved Submission  Agreement Approved
Act Provider Name: Ciient Name: Current Stage: Agreement Current Stage Status Status
» O Sample Technology C | Sample Orgat | tewdat WS-1920-EDLEDHFIREFTR444-07KI117... New-Draf A
» O Sample Technology € Sample Organ  NewDiat WS-1920-EDHEDHFIREFTR-4440TAATT... New-Draf
4 © Sample Technology C ' Sample Orgal | eniLocal Coondnator-fs... | 0308201... | WS-AS20-EDLEDLFREFTRAITAANT... NewDraft Reject
Worksheet Summary | Agreement Summary
Approval Stage Approval Status  Approval/Rejecfion Note Approver Email Approval Date Appraver Role Affachments
EDI Local Coordinator - 1st Stage ~ Approved New Process kumarendra mishra@omes 0. 08/06/2019 13:21:28 EDI - Local Coordinator A
ED! State Regional Coordinator...  Reject Please add fhe fraining provider fo the descripfi... = kumarendra mishra@omes.o...  08/30/2019 19:18:04 DI - State Regional Coordin...
ED! Local Coordinator - 1st Stage EDI - Local Coordinator
ED! State Regional Coordinator... EDI - State Regional Coordin... v
» B Sample Technology ¢ Sample Organ | EDILocal Coontinator-s...  G80G2U1... | WS-1920-EDLEDHFIREFTR A4 0TI ... New Draft Reject
v

EDI Grant Fund Worksheet List

1.1 - Select the blue worksheet number under the Worksheet column on the EDI Grant Fund
Worksheet List screen to open the worksheet (or on the EDI Grant Admin

Worksheet/Agreement Summary Screen if you are selecting from the list of all of your schools).

B Dot Dashboard =~ EDI Manage Grant ollow-up X
B K Grant Process
= JEDI Process

RUNEICICENRIOLS | | Fiscal Calendar Year 2016-2017 . | Grant Fund Type*

EDI Grant Fund Worksheets List

EDI
< _— > ‘Organization Type:* Tech Center Districts v | Organizaton:* Sample Technalogy Center
Organization District Sample Technology Center v | Program Initiative:* Economic Development - Firefighter (Type 83)
Approval Function Type: * Al
Filter on Status: * Al v o search

(@ Save changes | (® Cancel changes 1) Export to Excel
e

Acti_ Provider Name ‘Worksheet Approval Curre . Wg'<sheet Worksheet

Agreement
(=R Sample Technology Center | EDI Local BIS Director-2n._. #95/16/201 WS-1617-EDI-EDI-FIREFTR-444-16X1117.

A
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Worksheet — Stage 2 — State Regional Coordinator

EDI Grant Submit Worksheet

2.1 — Click the + (plus) signs next to Basic Client Information and Funding Request Details to
expand these sections if you want to review the information.

EDI Grant Submit Worksheet - Step 2

Provider Organization Details O Refresh Worksheet Summary  » Next Step

+ Basic Client Information

‘—' Funding Request Details

ew FFT Worksheet
Fire Station Name* Valley View Volunteer Fire
Fire Station Mailing Address® | b/U4 NE Lacne rd
Chiefs Name* Lin Newton

Chief's Phone” | 580-351-r59/

2.2 — Select Next Step to proceed.

B Domants Dashboard  EDI Manage Grant WorkSheeis/Agreemenis/invoice/Follow-up X =~ WS-1617-EDHEDI-FIREFTR-444-16X111745-88953194C6A2 - 1st Stage X

B [E Grant Process

EDI Grant Submit Worksheet - Step 2
2 [ eiProcess
4 Provider Organization Details “

& EDI Invoice Process
< 2

Gh I Workshest Summary > Next Step

&

& Refresh g Worksheet Summary  (2) Change Request  » Next Step

+ Basic Client Information
+ Attachments

# Funding Request Details

NOTE: We recommend you print a pdf of the Worksheet Summary before going to the next
step to help with project and budget verification. Click on the Worksheet Summary button on

the top right of the screen. Then click the save icon R export to a pdf.

EDI Grant Submit Worksheet - Step 3

+ Provider Organization Details GRefesh | [ Worsheet Sunmary | 4 Qe Step Ejgc o Change Request

+ Basic Client Information ’
+ Project Details
= Budget Line tems

Grant Allocation

St Award Allocaion Workshee! Budgeted Worksheet Requested Tota Agreement Budgeted Fully Approved Invoiced Agreement Unbudgeted = (Alocated - Agmi. Budgeted) Remaiing fo Invoice:
$63038.00 $25,68451 $2568451 $11,01521 000 $52022.79 $11,01521

BudgetLine Desc. Reg Unis Reg. Urit Cast Req. Uni Type Vork Sheet Total Req. Tolal - Malched Furds Stas

Test 100 §1.00  Cost PerEach .00 .00 000 Active
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Worksheet — Stage 2 — State Regional Coordinator

EDI Grant Submit Worksheet — Budget Line Items

3.1 — Verify the Budget Line Items. If everything is correct, select Approval Process at bottom
of page.

Budget Line(OCAS CODE)

Program — Function — Qbject Budget Line Desc Req. Unit Cost Req. Unit Type Req. Total Maiche

Firenighter Workbooks 1000 $15.00 Cos! Per Each $150.00 5000

Tech Supplies 1000 $250.00 Cost Per Each $2,500.00 50,00

$2,650.00 50,00
Note

+ Attachments
4 Acknowledgements
& Refresh | g Worksheet Summary | 1« One Step Back | @ (@ Change Request () Approval Process

Approval Process - EDI Grant Worksheet Approval
e You are able to put an Approval or Rejection Note in at this step. The private note is for
agency use only. When you have verified the worksheet and budget, hit the Approve
button to send the worksheet to the next approval stage.

ApprovallRejection Note
Format v B|I U = B8 = EZz o@ @
Gaadro =
Add note here.
M ——
—
Private Note M
Format *x B I U E E E E o W

L=
<. Add note here. 9

/ View to Public

Browse
Select files.

Attachment Note

Approval Stage File Name Uploaded On Attachment

At this point, your worksheet/application is successfully submitted. You will receive an email
from the CTIMS system stating your worksheet/application has been submitted successfully to
the EDI State Supervisor.
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Worksheet — Stage 3 — State Initiative Supervisor

EDI State Initiative Supervisor

See instructions for Regional Coordinator here
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Change Request Process

Change Request Process
Logging in and Accessing the Worksheet

After a Worksheet is submitted for approval, you must go through the Change Request Process
to make any changes. The Local Coordinator, State Regional Coordinator, and State
Supervisor can initiate the change request at any time during the Worksheet process. However
once the Worksheet is fully approved, a change request is no longer an option.

e Sign in at https://ctims.okcareertech.org/CTBDSWeb/ using your school email and
CTIMS password.

Sign in to your CareerTech CTIMS account.

Email:

careervech —
CTIMS §igmation Menagement I Remember me?

Forgot your password?

© 2018 - Use the Microsoft Infemnet Explorer Version 11 or higher. GTIMS is currently nof compatible with other browsers.

IMPORTANT: Please log into CTIMS using Internet Explorer E version 11or higher or
Microsoft Edge . CTIMS is currently not compatible with other browsers.

e Verify that you are signed in with the role of an EDI Local Coordinator, State Regional
Coordinator, or State Supervisor. In the top right corner. Use the drop-down arrow to
select your role.

gﬁgﬁf@lﬂ Okiahoma Depariment of Carees and Technology Educaiion

Okdahoma Deparimeni of Career and Technology Educaion

0K DEPT CAREER TECH

GOIDDDODD

29| Page


https://ctims.okcareertech.org/CTBDSWeb/

Change Request Process

e Click the arrow ' * next to Grants on left navigation.

COT2E V@R ovsso cererment o aree and Tectnolgy Educaion
CTs %

b [} Organizaions
b L Grants

Oidahoma Degariment of Career and Technokgy Education
0K DEPT CAREER TECH

e Click the arrow ' * next to Grant Process on left navigation.

Vitinesday, sy , 2020 1239 PM | elo ke wabinsQeareerechcgovt U |

cureerypch
o o

» [ Organizaions

4 L Grats

v Grant Process:
‘Otdahoma Depariment of Caress and Technology Educzlion

0K DEPT CAREER TECH

OHahoma Depatiment of Carees and Techmology Education
OKDEPT CAREER TECH

80000000

careervech
CTIMS ===

L Orgarizatons

4 L Granks
4 [} Gran Process

Okdahoma Depariment of Career and Technology Educafion

4 /DI Process

ZEDi e Werstiet 140 e OKDEPT GAREERTECH
DI Manage Grant ik
D vics Proges 000000
ODCTE Dt
Ak

IMPORTANT: Do not select the EDI New Worksheet/Agreement Flow option on the left navigation.

This will start a completely new worksheet.
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Change Request Process

Verify Fiscal Calendar Year* to make sure the correct year is showing.

Verify Grant Fund Type* is set to EDI.

Select your correct Organization Type from the drop-down menu.

Select your Organization* by typing in the first three characters of the name.
Verify the Organization District* if it does not automatically appear after typing the
first three letters of your Organization name or if you need to select a different
Organization District.

Select the Program Initiative*.

Approval Function Type will remain as All.

Filter on Status will remain as All.

Select the Search button to search the worksheet/application that needs changed.

oL E

©ooNo

NOTE: A red asterisk (*) indicates a required field.

Dashboard  EDI Manage Grant WorkSheets/Agreementsimvoice/Follow-up X

EDI Grant Fund Worksheets List

Fiscal Calendar Year* 1 - N | Grant Fund Type:* 2 - m
Organization Type:* 3 - Tech Center Diskicts v | Organization* 4] - Enterthe st e chareclers of any word thats inciuded n your organizac v
Organization District* 5 - Program Iniiaive:* 6 = | _Select-
Approval Funcfion Type: * 7 A
Filfer on Status: * 8 A v 0 Semch - 9
+ Savechanges () Cancel changes | [ Export to Excel
Worksheet Agreement
Worksheet Approval Subrmission Agreement Approval Worksheet Approved Submission  Agreement
Act Provider Name Ciient Name Cuent Stage Date Workshest Agreement Cuent Stage Status Date Status
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Change Request Process

Initiating and Completing the Change Request

1.1 - After clicking the Search button, the worksheet/applications that are in the approval
process will be listed. Select the worksheet number to open it.

loma Department of Career and Technology Education

EDI - Local BIS Director

nis Dashboard = EDI Manage ollow-up X

prant Process
| EDI Process

EDI Manage Grant Workd Fiscal Calendar Year:* 2016-2017 v GrantFund Type™ EDI

L¢| EDI Invoice Process

EDI Grant Fund Worksheets List

N Organization Type:* Tech Center Districts v Organization™ Test Technology Center v
Organization District™ Test Technology Center v Program Initiative* Economic Development - Firefighter (Type 83) v
Approval Function Type: * All v
Filter on Status: * Al v osearch

(@ Save changes () Cancel changes ] Export to Excel

‘Worksheet Approval Curre...  W(irksheet... Worksheet Agreement

Acli...  Provider Name

Test Technology Center  EDI Local BIS Director - 2n... | §5/16/201 ‘WS-1617-EDI-EDI-FIREFTR-444-16X1117.

A

1.2 - To make changes to your Worksheet/Application or Budget, select Change Request.

) Monday, June 26, 2017 3:58 PM | Hello Denise Chrisly@careertech.ok gov! £
| Department of Career and Technology Education

EDI Grant Submit Worksheet - Step 3

Process

in + Provider Organization Details & Refresh  fm Worksheet Summary =~ 4 One Step Back () (@ Change Request
Tocess

[EDI New Worksheet / Agr

EDI Manage Grant WorkE
ED! Invoice Process

+ Basic Client Information
> + Project Details

= Budget Line ltems.

Grant Allocation

Sub Award Allocation ‘Worksheet Budgeted ‘Agreement Budgeted Fully Approved Invoiced ‘Agreement Unbudgeted = (Allocated - Agrmt. Remaining to Invoice
$2,007.20 $550.00 50.00 $0.00 Budgeted) $0.00
$2,007.20

® X ®

| Budget Line(OCAS CODE) . . . .
Program — Function — Object Budget Line Desc. Reg. Units Req. Unit Cost Req. Unit Type Work Sheet Total Req. Total  Matched
Training 3.00 $100.00 = Cost Per Class $300.00 $0.00
Books 10.00 $10.00 | Cost Per Each $100.00 $0.00
supplies 150.00 $1.00 | Cost Per Class $150.00 $0.00
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Change Request Process

1.3 - The Change Request process will cancel the worksheet/application approval process. Click
OK to continue.

Change Request

‘You are going to cancel the approval process and initiating the change request process,

Are you sure?

Cancel

1.4 — On the EDI Grant Submit Worksheet-Step 2 screen, click Save & Next.

Dashboard

EDI Manage Grant WorkSheets/Agreements/invoice/Follow-up X WS-1920-EDI-EDI-FIREFTR-444-07X111745-851FDO0BAD91 - 1st Stage X

EDI Grant Submit Worksheet - Step 2

= Provider Organization Details G Refresh Worksheet Summary | @ Save & Next

Fiscal Calendar Year* Grant Fund Type:*

2018-2020 v EDI v
Organization Type:* Tech Center Districts v | Organization |sample Technology Center Center v
Organization District:* Sample Technology Center Center v | Program Initiative= Economic Development - Firefighter (Type 83) -444 v

Worksheet No-* WS-1920-EDI-EDI-FIREFTR-444-07X111745-851FDOOBAD9 1

+ Basic Client Information

=+ Funding Request Details

P

CRefresh | [0 Worksheet Sumniary | @ Save & Next |

1.5 - Expand the Project Details section by clicking on the + (plus) sign if changes to the
Operating Unit or Purchase Order Number need to be revised.

= Project Details

Contact Name:
-——Select—- v

Project Start Date:*
7M/2019

]

‘Operating Unit:

Purchase Order Number:

Purchase Order Date:

8/30/2019

5

EDI Grant Submit Worksheet - Step 3

=+ Provider Crganization Details
+ Basic Client Information

=+ Project Details

+ Budget Line Iten&
+ Attachments

+ Acknowledgements

¢ Refresh | [A Worksheet Summary

1 One Step Back | @ Save as Draft & Submit For Approval

G Refresn  [A Worksheet Summary

W One Step Back &) Save as Draft | (@ Submit For Approval
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Change Request Process

1.6 - Expand the Budget Line Items section by clicking on the + (plus) sign to revise the budget.

EDI Grant Submit Worksheet - Step 3

= Provider Organization Details () Refresh | [3 Worksheet Summary =~  One Step Back (2 Save as Draft ) Submit For Approval

+ Basic Client Information
+ Project Details

=+ Budget Line Iltems

+ Attachznents
+ Al ments

(Refresh [ Worksheet Summary 4 One Step Back (@ Save as Draft || @ Submit For Approval

e Change the budget line description by clicking in the field under the Budget Line Desc.
column.

e Change the Req. Units, Req. Unit Cost, and/or the Req. Unit Type columns to adjust
the budget line items. This will change the Total columns

e To make a budget line item inactive, click inside the field under the Status column to
check the box.

= Budget Line ltems

Grant Allocation
Sub Award Allocation
$63,038.00

Fuly i = (Allocated - Agrmi. Budgeted) Remaining to Invoice
§11.01421

$25,682.51

Reg. Unit Cost

‘Work Sheet Tolal Req. Total  Matched Funds

$150.00  Cost Per Class

ECSI CPRIFIRST-AIDIAED CLASS 500 $180.00  Cost Per Class

ADVANCED PUMPER CLASS 100 $6,500.00 Cost Por Class
FLAMMABLE LIQUID AND GASS CLASS 100 $4,400.00 Cost Per Student

$11,950.00 $11,950.00
Note

toamum 1000 characters length

|
= Attachments

|
+ Acknowledgements

@ Refresh || [ Worksheet Summary HDraSﬁﬂEf © Save as Draft | @ Submit For Approval
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Change Request Process

1.7 - After making the changes to the Project Details and Budget Line Items sections, go to the
Acknowledgement section and check the certification box and add an acknowledgment note.

The Acknowledgment Note is a required field. You can add your initials if you do not have a
note to add.

Department of Career and Technology Education

EDI- Local BIS Coordinator

Dashboard EDI Manage Grant WorkSheets/Agreements/Invoice/Follow-up X WS-1617-EDI-EDI-INCUBATOR-431-16X111745-EC583883F9F4 - 1st Stage X
rocess EDI Grant Submit Worksheet - Step 3
IProcess
DI New Worksheet / Agr + Provider Organization Details & Refresh |z Worksheet Summary | 1« One Step Back | (@ Save as Draft | @ Submit For Approval
[D1 Manage Grant Workd
Dl Invoice Process = Basic Client Information

>
=+ Project Details

= Budget Line ltems

=+ Attachmen

= Acknowledgements
() " By checking this box, I certifjithat the information provided is accurate and complete.
( )

| Acknowledgement Note:*

B I U (inherited si

| (inherited font) v | Format

adc

Add note here. If you do not have a note to add, =
type your initials. This field is required.

& Refresh

2 Worksheet Summary || 1 One Step Back || @ Save as Draft @ Submit For Approval

NOTE: Once the changes, or partial changes have been made, you can Save as Draft by
clicking Save as Draft. This will save the changes to the worksheet without summiting to the
next approval stage, so you can return and finish at a later time.

1.8 - Select Submit for Approval if the changes to the Worksheet are complete.

EDI- Local BIS Coordinator

5 [crants Dashboard  EDI Manage Grant WorkSheets/Agreementsfinvoice/Follow-up X | WS-1617-EDI-EDIHINCUBATOR-431-16X111745-EC583883F9F4 - 1st Stage %
Bl B Grant Process EDI Grant Submit Worksheet - Step 3
£ W ED! Process
5] EDI New Worksheet / Agr + Provider Organization Details & Refresh | g Worksheet Summary | W One Step Back | @ Save as Draft || @ Submit For Approval
EDI Manage Grant Workd
] EDI Invoice Process + Basic Client Information
< >

= Project Details
= Budget Line Items
= Attachments

= Acknowledgements

(7 By checking this box, | certify that the information provided is accurate and complete.
Acknowledgement Note:*

B I U | (inherited size) ¥ | (inherited font) v  Format
adc

& Refresh  fz) Worksheet Summary 1« One(ep Back | (@ Save as Drait | (@ Submit For Approval )
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1.9 - Click OK.

Oklahoma Department of Career and Technology Education

2 [Grants
& [ crant Process
= L EDI Process
15| EDI New Worksheet / Agr

DI Manage Grant Workd}
¢! EDI Invoice Process
< >

Grant Work Sheet

Successfully completed the current stage and going to next stage. Please wait....

Change Request Process

Local BIS Coordinator

1.10 - Select Approve to send changes to next approval stage.

= [DGrants
B [ Grant Process
& W EDI Process
L] EDI New Worksheet / Agr

DI Manage Grant Work]

14] EDI Invoice Process
< >

Click on Approval button to finalize your changes and submission to ODCTE.

Reguest Number.

WS-1617-EDI-EDI-INCUBATOR-431-16X111745-EC583883F9F4

Approval Stage Approval Date Approver Role  Approved By

» EDI Local BIS Coordinator - 15t 6/26/2017 4:41:5. EDI- Local BI Denise - Chri

EDI Local BIS Director - 2nd Ap. 6/26/2017 4:43:0

EDI State Regional Coordinator. 6/26/2017 4:43:0

EDI State Supervisor - 4th Appr. 6/26/2017 4:43.0

| Current Approval Stage Information

Approved By* Christy Denise

Approver School* Oklahoma Department of Career and Technology Education

Approver Email* Denise. Christy@careertech.ok.gov

ApprovaliRejection Note

Fomat v B I U

Approval Process - EDI Grant Worksheet Approval

NOTE: Enter Approval/Rejection Note and then Click on Approval button fo finalize your changes and submission to further Process.

Approver Emall

Denise.Christ.

Approval Stage™
Approver Role™

Approval Date”

Approval Status

Cancel for C.

Note Private Note

New Process —

1st Stage

EDI- Local BIS Coordinator

06/26/2017

1.11 - Click OK at the “Are you sure?”” message.

Oklahoma Department of Career and Technology Education

2 Dcrants
& [ Grant Process
=) [EEDI Process
] EDI New Worksheet / Agr:

EDI Invoice Process
< >

Information

Are you sure?

Monday, June 26, 2017 4:30 PM | Hello Denise.Christy @careertech.ol.gov! £

EDI- Local BIS Coordinator

The worksheet will go back through the regular approval process.
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Agreement Process Flow
Agreement Process Flow

The Agreement is the working copy of the Budget Line Items that contain the OCAS codes and
details of planned expenditures. Only the Agreement can be changed once the worksheet is fully
approved by ODCTE staff and the Agreement created (changes cannot be made to the Worksheet
after the Agreement is created.)

The Agreement can be started when the Local Coordinator receives the email that the Worksheet
has been fully approved.
Roles: Agreement Process

Stage 1 - Local Coordinator — Initiates the Agreement approval process. (No changes should
need to be made.)

A 4

Stage 2 — Local BIS Director — Approves the Agreement.

\ 4

Stage 3 — State Regional Coordinator — Approves the Agreement. The approval
will generate a signature on the SOU.

A 4

Stage 4 — State Initiative Supervisor - Approves the Agreement. The
approval will generate a signature on the SOU.

A 4

Stage 5 — Local Superintendent/CEO (or designee) — Approves the
Agreement. The approval will generate a signature on the SOU.

A 4

Stage 6 - State Requisition Coordinator — Generates the
SOU, submits the requisition to finance, enters the PO
number into the Agreement.

\ 4

Stage 7 - Local Finance Coordinator — Enters the
OCAS codes and adds new codes as needed. The
Agreement becomes fully approved. (The tech

center is responsible for selecting OCAS codes. See
https://www.okcareertech.org/about/state-

agency/divisions/imd/ctims/OCASCodesforBIS.xlsx for codes.)

IMPORTANT: The Local Coordinator can initiate the budget adjustment process at any time during
the Agreement process as long as an invoice has not been started. The Local Coordinator must
contact the Regional Coordinator prior to initiating the budget adjustment process.
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Agreement — Stage 1 — Local Coordinator

Local Coordinator
Accessing the Agreement List

e Sign in at https://ctims.okcareertech.org/CTBDSWeb/ using your school email and

CTIMS password.
Sign in to your CareerTech CTIMS account.
careervech o
CTI MS Isr;f;:;ver:'\nahor\ Management CiRemember me?

Forgot your password?

© 2018 - Use the Microsoft Intemet Explorer Version 11 or higher. GTIMS is currently not compatible with other browsers.

IMPORTANT: Please log into CTIMS using Internet Explorer version 11or higher or
Microsoft Edge - CTIMS is currently not compatible with other browsers.

e Verify that you are signed in with the role of an EDI Local Coordinator. In the top
right corner. Use the drop-down arrow to select this role.

g’]ﬁg {:}’{'Ihd (o Deparment of Carees and Tecfnoiogy Educalin

b [\ Organizions
r Doais
Oktahoma Degarimentof Career and Techndogy Educaon

Ok DEPT CAREER TECH

GOIDD00DD

e Click the arrow ' » next to Grants on left navigation.

U] G, ZUZV 12-63 11H | 1GB Hl.MOUgTel L . T . |

EDI- Local Coordinalor v

Okiahoma Depariment of Career and Technology Educafion
0% DEPT CAREER TECH
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Agreement — Stage 1 — Local Coordinator

e Click the arrow ' * next to Grant Process on left navigation.

Viednesday, January , 2020 1239 PM | Hello e watkins Bcarserech cicgod & |

- ., Ui Deparinoet o Career and Technology Educafion

» | Organizaions
4 L rans
» | Grant Process.

Ofizhona DepatmentofCaeet and Techoology Educaion

0K DEPT CAREER TECH

+ ) Grant Procsss
+ DEDIProcess Ohiahoma Departent of Carserand Technclogy Educafion

OKDEPT CAREER TECH

0000000

e Select EDI Manage Grant WorkSheets/Agreements/Invoice/Follow-up.

EDI - Local Coordinator v

Dashboard

4 [Grants
. Do o Field Details

WEDI Process Name Oklahoma Department of Career and Technology Education
|¢1] EDI New Worksheet / Agreement Flow
6] EDI Manage Grant WorkSheets/Agreements/Invoice/Fo

it Name: OK DEPT CAREER TECH

4] ED1 Invoice Process ‘ganization Code 601000000

IMPORTANT: Do not select the EDI New Worksheet/Agreement Flow option on the left navigation.

This will start a completely new worksheet.
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Agreement — Stage 1 — Local Coordinator

Opening the Agreement

1.1 - Complete the EDI Grant Fund Worksheets List form. The tagged numbers on the
screenshot correspond to the instruction steps below. Many of these fields will automatically
display based on your organization login credentials.

Verify Fiscal Calendar Year* to make sure correct year is showing.

Verify Grant Fund Type* is set to EDI.

Select your correct Organization Type from the drop-down menu.

Select your Organization* by typing in the first three characters of the name.

Verify the Organization District* if it does not automatically appear after typing the
first three letters of your Organization name or if you need to select a different
Organization District.

Select a Program Initiative*.

Approval Function Type will remain as All.

Filter on Status will remain as All.

Select the Search button to search for any outstanding worksheets/applications that need
your approval.

agrwdPE

©ooNo

NOTE: A red asterisk (*) indicates a required field.

Dashboard | EDI Manags i p X

EDI Grant Fund Warksheets List

Fical Caendar Ve 1 - wom o GantFund Type* 2-m
Onganizton Type* 3 = et Cter Discs v Onganizafon* 4 = et s e s oy wordtiat s e o
Orgarizaton Disit* 5- Progeam e * 6 - -k
Approval Function Type: * 7 - Al v
Fiteron Status:* 8 - v QSach = 9
v Savechanges | @ Cancel changes () Exportto Excel
Worsheet Ageemert
Worshet Aproval Subnission Agpeeent Appoval Warksheet Approved Submission  Agreement Approved BAP Sub Avard
et Provider Name Client Name Cunen Stage Date Worksheet Ageement Current Stage: Status Date Slatus Proces  Alocafion
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Agreement — Stage 1 — Local Coordinator

1.2 - After clicking the Search button, the Agreement column will display New. Select the
new Agreement by clicking on the word New.

ED! - Local Finance Coordinator v

5 [ crants Dashboard | EDI Manage Grant Follow-up X N

Oklahoma Department of Career and Technology Education

B [ Grant Process EDI Grant Fund Worksheets List
&) I EDI Process

I ALE | | Fiscal Calendar Year* 20162017 . | Grant Fund Type:* EDI

3] EDI Invoice Process

< > Organization Type:* Sample Technology Cenler » Organization:* Sample Technology Center
Organization District* Sample Technology Center | Program Initiative:* Economic Development - Firefighter (Type 83)
Approval Function Type: * Al
Fier on Status: = Al v | esearcn |
Sample
@ Save changes | ® Cancel changes | &) Export o Excel ‘

A... Provider Name Worksheet Approval Current Stage Worksheel...  Worksheet Agreement

[# I | Sample Technology Center  Local Superintendent - Fully Approved Stage | 05/16/201...  WS-1617-5 \-EDI-F\REFTR-AMJGiiﬂ, New

Agreement Acknowledgments and Approval

2.1 - Review the Agreement details, if necessary, by clicking the +(plus) sign to expand the
Project Details or Budget Line Items sections.

2.2 - After reviewing the Agreement details, if necessary, click the +(plus) sign beside the
Acknowledgements tab to expand this section. Check the box to verify that the information is
accurate and complete.

Dashboard  EDI Manage Grant WorkSheets/Agreemenis/invoice/Follow-up X | New X
EDI Grant Agreement

# Provider Organization Details CRefresh | [3 View SOU | [3 Agreement Summary | + Save as Draft
|

Project Details

+ Budget
+at

= Acknowledgements

2 By checking this box, | certy that th information provided is accurate and complts.
Ackn

8 I U (ihetedsize)

BA Summany Report 50U History Report GReftesh | [ View BISPEF | [ View SOU | [ Agreement Summary | + Save as Diaft
~Select- v ~Select-
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Agreement — Stage 1 — Local Coordinator

2.3 - Add an acknowledgement note in the field provided. If you do not have a note to add,
type your initials, as this field is required.

2.4 - Then, click on the Save as Draft button.

(

Dashboard  EDI Manage Grant WorkSheets/Agreements/invoiceFollow-up X | New X
EDI Grant Agreement

= Provider Organization Details ORefresh | [ View SOU | [3 Agreement Summary | + Save as Draft
i

+ Basic Client Information

 Project Details
'

+ Budget Line ftems
I

is accurate and complele

Acknowiedgement Note:
(inherted size) font) v Fomat + E|z = E|EEE
Add note here. If you do not have a note to add, -
type your initials. This field is required.
BA Summary Report 50U History Report ORefresh | [AViewBISPEF  [AViewS0U | [2 Ag nt Summary | + Save as Draft
~Select- v ~Select-

2.5 — Click OK to acknowledge that the Agreement has saved.

Grant Agreement Process

Successfully completed the current stage and going fo next stage. Pleaze wai
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Agreement — Stage 1 — Local Coordinator

2.6 — Click Submit for Approval at the top or bottom of the screen. The Agreement will now
go to the EDI Local BIS Director for approval.

Dashboard  EDI Manage Grant WorkShects/Agreementsimvoice/Folow-up X | New X

EDI Grant Agreement

ary | + Save as Draft | Q) Submit For Approval

Refresh || [ View SOU | [3 Agreement Sz

= Provider Organization Details

i
 Basic Client Information
i
 Project Details

 Budget Line ltems

Fiscal Galendar Yoar* 2018200 + | Grant Fund Type:* o
Organization Type:* Tech Center Distrcts + | Orgarizaton:* Sample Technology Center Center
Organization District*™ Sample Technology Center Center v Program Initiative:* Economic Development - Firefighter (Type 83) 444
Worksheet No* FREFT

Agreement No* WSAG-1920-EDI-EDL FIREFTR.444-07X 111745 48ETIEETE072

+ Attachments
i
+ Acknowledgements
BA Summary Report S0U History Report GRefresh | 3 View BIS PEF || [ View SOU || [ Agreement Summary || + s Drat | @ Submit For Approval
—Select- -Select-
‘¢

74
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Agreement — Stage 2 — Local BIS Director

Local BIS Director

Accessing the Agreement List

e Sign in at https://ctims.okcareertech.org/CTBDSWeb/ using your school email and
CTIMS password.

Sign in to your CareerTech CTIMS account.

Email:

careervech N
CTI MS Isrj;:;‘er:qmlo” Management 1 Remember me?

Forgot your password?

© 2015 - Use the Microsoft Infemnet Explorer Version 11 or higher. GTIS is currently not compatible with other brovsers.

IMPORTANT: Please log into CTIMS using Internet Explorer version 11or higher or
Microsoft Edge - CTIMS is currently not compatible with other browsers.

e Verify that you are signed in with the role of an EDI Local BIS Director in the top right-
hand corner. Use the drop-down arrow to select this role.

Wiedng Ly, January 15, 2020 113 PM | Heloher walkins @carestech ok gol o

gﬁﬁg’:}"’lﬂ Okahma Deparment ofCaeer nd Teehology Educzion

Okiahoma Degarimes of Career and Technology Fducafion

Shirt Name: O DEPT CAREER TECH

e Click the arrow ' » next to Grants on left navigation.

Wednesday, Januay 15, 2020 113 P Heloheni atins Beaeerech ok go A1

(01 —_— ca
T Okizhoma Lipe:maat of Career and Technology Education

Okiahoma Depariment of Caveer and Technology Educafion

O DEPT CAREER TECH
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Agreement — Stage 2 — Local BIS Director

Click the arrow ' » next to Grant Process on left navigation.

Detais
RO s e o Livte e To0vesigs £ el s

MERIDIAN TECH

60X016745

(Ciiahoma Depariment of Career and Technolgy Education

4 [ Grants
4| & Grant Process

COCTE

60X016745

» L EDIProcess

Tech Sites

Organization Type

Select EDI Manage Grant WorkSheets/Agreements/Invoice/Follow-up.

Obiahoma Depariment of Career and Technalogy Educafion
OK DEPTCAREER TECH
600000
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Agreement — Stage 2 — Local BIS Director

Opening the Agreement

1.1 - Complete the EDI Grant Fund Worksheets List form. The tagged numbers on the
screenshot correspond to the instruction steps below. Many of these fields will automatically
display based on your organization login credentials.

Verify Fiscal Calendar Year* to make sure correct year is showing.

Verify Grant Fund Type* is set to EDI.

Select your correct Organization Type from the drop-down menu.

Select your Organization* by typing in the first three characters of the name.
Verify the Organization District* if it does not automatically appear after typing the
first three letters of your Organization name or if you need to select a different
Organization District.

Select a Program Initiative*.

Approval Function Type will remain as All.

Filter on Status will remain as All.

Select the Search button to search for any outstanding worksheets/applications that
need your approval.

agrwdPE

©ooNo

NOTE: A red asterisk (*) indicates a required field.

Dashboard | ED| Manage Grant WorkShesfs/Aqreements/invaicelFolowup X

EDI Grant Fund Warkshegts List

FistalCalendar Year* 1 - 2 v | GrantFund Type* 2 - v
Organizaion Type:* 3 = Tech CenlerDifics + | Orgenizson* 4 - .
Ongaiztion it 5- Pogram e 6 - -l '
Approval Funcion Type:* 7 o v

Fiteron s * 8- v Qs - 9

v Savechanges € Cancelchanges | [ Exporth Bxcel

Wiorisheet Ageenent
Worksheet Aproval Stomisson Agreement Approval WHorsheet Approved Submission  Agreement Approved BAP Sub Avard
At Provickr Name: Clien! Name Cunent Slage Date Worksheet Agegent Cament Stage Status Dae Statis Proces ~ Mlocation
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Agreement — Stage 2 — Local BIS Director

1.2 - After clicking the Search button, the Agreement column will display an agreement
number. Select the new agreement by clicking on the Agreement Number. This is a link that

will open the Agreement.

EDI Manage Grant WorkSheetsfAgreements/Invoice/Follow-up X

=) [iGrants Dashboard
" g Bt EDI Grant Fund Worksheets List

& LEDI Process
2016-2017 Grant Fund Type™* ol

EDI Manage Grant Workd Fiscal Calendar Year* v
, | Organization*

L] EDI Invoice Process
> Organization Type:* Tech Center Districts

Sample Technology Center

Program Initiative:* Economic Development - Firefighter (Type 83)

Organization District™ Sample Technology Center

Approval Function Type: * Al

Fiter on Status: * Al

Sample
@ save changes  ® Cancel changes &) Export to Excel

Agreement

Worksheet... Worksheet

Worksheet Approval Current Stage
WSAG-1818-EDI-EDI-FIREFTR-444-07X1

Local Superintendent - Fully Approved Stage

A... Provider Name
[+ ¥ Sample Technology Center

05161201 WS-1819-EDI-EDI-FIREFTR-444-4

Reviewing the Agreement
2.1 - Expand the Budget Line Items section by clicking on the + (plus) sign to review the

budget.

New X

@ [omants Dashboard  EDI Manage Grant WorkSheets/Agreements/invoice/Follow-up %
B HGrant process EDI Grant Agreement
& Refresh  dgl View SOU g Agreement Summary ~ ® Save as Draft

=) L EDI Process

IBEDI Manage Grant Workg + Provider Organization Details

[¢| EDI Invoice Process

> + Basic Client Information

= Budget Line ltems

Grant Allocation
Sub Award Allocation
$3,986.00

heet Budgeted Fully Approved Invoiced Agreement Unbudgeted = (Allocated - Agrmt. - Remaining to Invoice
650,00 50.00 $0.00 Budgeted) $0.00
$3,986.00

Agreement Budgeted

Approv Total  Matched Funds

Budget Line(OCAS CODE)

Program — Function - Object  Agreement Line Desc. Units Unit Gost  Req. Unit Type Total
Firefighter Worknooks 10 $15.00  Cost Per Each $150.00 $150.00 -
Tech Supplies 10 $250.00  Cost Per Each $2,500.00 $2,500.00 -
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Agreement — Stage 2 — Local BIS Director

2.2 — To review the SOU and/or Agreement Summary click on the appropriate buttons
indicated below. To close out each tab after review, click the 3 on that tab.

e o

Dashboard  EDI Manage Grant WorkSheets/ Agreements/invoice/Follow-up X | WSAG-1920-EDI-EDI-FIREFTR-444-07X111745-48E73EET8072 - 15t Slage X \

EDI Grant Agreement >
+ Provider Organizafion Details

(Refiesh | [ View SOU | [3 Agreement Summary
| |
+ Basic Clent Information
| |

+ Project Details
|

+ Budget Line tems
|

+ Attachments

[}
| ¥ Acknowledgements l

BA Summary Report S0U History Report ()Refiesh | [3 View BISPEF | [3View SOU | [3 Agreement Summary  Poproval Process
~Select- v —Select-

\/

2.3 — Once you’ve reviewed the Agreement, on the EDI Grant Agreement screen, click the
Approval Process button at the bottom of the form.

Dashboard ~ EDI olow-up X WSAG-1920-EDI-EDIFIREFTR-444-07X111745-4BET3EETE072 - 1 Stage X

EDI Gran! Agreement

+ Provider Organization Details (jRefiesh | 3 View SOU | [2 Agreement Summary
I

+ Basic Cient Information

i
= Project Details
|
+ Budget Line ftems
i
+ Attachments
I

+ Acknowledgements

BA Summary Report SOU History Report

()Refresh  [3 View BIS PEF | [A View SOU [ Agreement Summary J Bpproval Process
~Select- A ~Select-
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Agreement — Stage 2 — Local BIS Director

Agreement Acknowledgements and Approval

3.1 - Onthe Approval Process — EDI Grant Agreement Approval screen, add a note to the
Approval/Rejection Note section, and a note in the Private Note section (optional).

EDI Local Goordinator - 1st Stage:

Approval Status
111512020 2:19:07 PM

EDI - Local Goordinator Keri - Watkins ke wathins@careeriecho. . Approved
» EDIBIS Director - 2nd Approval Stage

prm—
gz 7103
EDI State Regional Coordinator - 3rd Approval Stage: 1712020 7:11-03 AM
E T ———— gz 703
Current Approval Stage information
Approved By* Watkins Kemi Approval Stage* 2nd Approval Stage
Approver School* o of Career and Approver Role* EDI - Local BiS Director
Approver Email* et watkins @eareertech ok gov Approval Dats” 01172020 a2
ApprovalRejection Note:
Format B I U E = F i |ZE e #
Add note here. If you do not have a note to add, =
type your initials. This field is required.

3.2 - Click the Approve button at the top or bottom of the screen
you sure? message.

. Then, click OK on the Are

\ e [ x e [ e | >
\_/

The agreement will now go to the EDI State Regional Coordinator for Approval.
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Agreement — Stage 3 — State Regional Coordinator

State Regional Coordinator
Accessing the Agreement List

e Sign in at https://ctims.okcareertech.org/CTBDSWeb/ using your school email and
CTIMS password.

Sign in to your CareerTech CTIMS account.

Email:

careervech _—
CTI MS Isr;fsczven;‘mlan Management ) Remember me?

Forgot your password?

© 2013 - Use the Microsoft Inernet Explorer Version 11 or higher. CTIMS is currently nof compatible with other brovrsers.

IMPORTANT: Please log into CTIMS using Internet Explorer version 11or higher or
Microsoft Edge - CTIMS is currently not compatible with other browsers.

e Verify that you are signed in with the role of an EDI State Regional Coordinator in the
top right-hand corner. Use the drop-down arrow to select this role.

iy e o\ G

W20 9.0 1 1V | IR DAL TGN A U

EDI - State Regional Coordinator v N

A

Okdahoma Deparment of Career and Technology Education

OK DEPT CAREER TECH

il

T, ZUZU 3.0 1 FAL | §IGIR) ARG MGIN] B G GLALUA YUY |

EDI - State Regional Coordinator v u

Delals
Okizhoma Degariment of Career 2nd Technology Education

OK DEPT CAREER TECH

Amanfz2fion Covle ENNGA,
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Agreement — Stage 3 — State Regional Coordinator

e Click the arrow ' » next to Grant Process on left navigation.

4! |{1Grants

» L Grant Process

Defals

Ofiahoma Department of Career and Technology Education

OV NEDTCADCEDTECL

e Click the arrow * nextto EDI Process on left navigation.

& Grant Process

4 i EDI Process
& EDi Manage ¢
& EDI Invoice

Reports

=* WorkSheets/Agreements/invoic

Dashboard | EDI Manage Grant WorkSheets/Agreements/invoice/Foliow-up X

Fiscal Calendar Year™ 2019-2020

Organization Type:* Tech Center Districts

Organization District*

EDI Grant Fund Worksheets List

v Grant Fund Type* DN

v Organzzton” Enter the first ihree characters of any word that is

Program Iniiative*
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Agreement — Stage 3 — State Regional Coordinator

Opening the Agreement

Verify Fiscal Calendar Year* to make sure correct year is showing.

Verify Grant Fund Type* is set to EDI.

Select your correct Organization Type from the drop-down menu.

Select your Organization* by typing in the first three characters of the name.
Verify the Organization District* if it does not automatically appear after typing the
first three letters of your Organization name or if you need to select a different
Organization District.

Select a Program Initiative*.

Approval Function Type will remain as All.

Filter on Status will remain as All.

Select the Search button to search for any outstanding worksheets/applications that
need your approval.

orwbpPE

©ooNo

NOTE: A red asterisk (*) indicates a required field.

Dashboard D Manage Grant WorkSheets/AgreementsnvoiceFolowup X

EDI Grant Fund Warksheets List

Fiseal Calendar Year* 1 - amm o | Grant Fund Ty * 2 - [ v
Organizafon Type:* 3 = Tech Cener Diics v | Ongenizeion* 4 - N
Onpaizin it 5- Proan s 6 - -t v
Approval Funchion Type:* 7 o v

Fiteron s * 8-u v Q% - 9

v Savechanges € Cancelchanges | [ Exporth Excel

Agecnent
Worksheet Approvl Sibnission Aeement Aol Submizsion  Agreement Approved BAP  Sub Avard

Aet Provider Name Clent Name Cument Stage Dae Worksheet Ageenent Carren! Slage: Date Status Proces  Alocaion
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Agreement — Stage 3 — State Regional Coordinator

1.1 - After clicking the Search button, the Agreement column will display an agreement
number. Select the new agreement by clicking on the Agreement Number. This is a link that

will open the Agreement.

(=] LGIGHB Dashboard EDI Manage Grant WorkSheets/Agreements/Invoice/Follow-up X ~
& [ Grant Process EDI Grant Fund Worksheets List
(= WEDI Process
EDI Manage Grant Work Fiscal Calendar Year* 20162017 v | GrantFund Type* EDI v
3] EDI Invoice Process
< > Organization Type: Tech Center Districts v Organization: Sample Technology Center v
Organization District* Sample Technology Center v | Program Initiative:* Economic Development - Firefighter (Type 83) v
Approval Function Type: * All v
Filter on Status: * Al
Sample

Export to Excel

@ Save changes | (® Cancel changes

Worksheet...  Worksheet Agreement

Worksheet Approval Current Stage
Local Superintendent - Fully Approved Stage | 05/16/201 WS-1819.EDI-EDI-FIREFTR 444

A_.. Provider Name
I+ ¥ Sample Technology Center

WSAG-1619-EDHEDI-FIREFTR-444-07X1...

Reviewing the Agreement

2.1 - Expand the Budget Line Items section by clicking on the + (plus) sign to review the
budget.

New X

Dashboard ~ EDI Manage Grant WorkSheets/Agreements/invoice/Follow-up X

= [Grants
B [ Grant Process EDI Grant Agreement
= @ EDI Process
+ Provider Organization Details
[ EDI Invoice Process
< > = Basic Client Information

@

& Refresn g View SOU g Agreement Summary = @ Saveas Drait (9

= Budget Line ltems
Grant Allocation
Sub Award Allocation Walisheet Budgeted Agreement Budgeted Fully Approved Invoiced ‘Agreement Unbudgeted = (Allocated - Agrmt.  Remaining to Invoice
$3,986.00 ,650.00 $0.00 $0.00 Budgeted) $0.00
$3,986.00

Approv Total  Matched Funds

Program — Function - Object ~ Agreement Line Desc.
10 $15.00  Cost Per Each $150.00 $150.00 -

Budget Line(OGAS CODE)
Unit Cost  Req. Unit Type

Firefighter Workbooks

10 $250.00 Cost Per Each $2,500.00 $2,500.00 -

Tech Supplies
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Agreement — Stage 3 — State Regional Coordinator

2.2 — To review the SOU and/or Agreement Summary click on the appropriate buttons
indicated below. To close out each tab after review, click the % on that tab.

e o

Dashboard  EDI Manage Grant WorkSheets/ Agreements/invoice/Follow-up X | WSAG-1920-EDI-EDI-FIREFTR-444-07X111745-48E73EET8072 - 15t Slage X \

EDI Grant Agreement >
+ Provider Organizafion Details

(Refiesh | [ View SOU | [3 Agreement Summary
| |
+ Basic Clent Information
| |

+ Project Details
|

+ Budget Line tems
|

+ Attachments
[}
| ¥ Acknowledgements l

BA Summary Report S0U History Report ()Refiesh | [3 View BISPEF | [3View SOU | [3 Agreement Summary  Poproval Process
~Select- v —Select-

\/

2.3 — Once you’ve reviewed the Agreement, on the EDI Grant Agreement screen, click the
Approval Process button at the bottom of the form.

Dashboard ~ EDI olov-up X WSAG-1920-EDI-EDI-FIREFTR-444-07X111745-4BE73EETB072 - 1 Stage X

EDI Grant Agreement

= Provider Organization Detalls (Refresh | [ ViewSOU | [2 Agreement Summary
I

= Basic Clent Information

+ Project Details

+ Budget Line ftems

+ Atachments
1

+ Acknowledgements

BA Summary Report 50U History Report ()Reftesh | [3 View BISPEF | [ View SOU | (3 Agreement Sunmary /" Bpproval Process

~Select- v ~Select- Al ’
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Agreement — Stage 3 — State Regional Coordinator

Agreement Acknowledgements and Approval

3.1 - Onthe Approval Process — EDI Grant Agreement Approval screen, add a note to the
Approval/Rejection Note section, and a note in the Private Note section (optional).

EDI Local Goordinator - 1st Stage:

Approval Status
111512020 2:19:07 PM

EDI - Local Goordinator Keri - Watkins

ke wathins@careeriecho. . Approved New Process
» EDIBIS Director - 2nd Approval Stage 1ATI2020 7:11:03 AM
EDI State Regional Coordinator - 3rd Approval Stage: 72020 7:41:03 AM

[EDI State Supervisor - dth Approval Stage

T
Current Approval Stage information
Approved By Watkins Kemi Approval Stage* 2nd Approval Stage
Approver School o of Gareer and ‘Approver Role* EDI - Local BIS Director
Approver Email* kerri. watkins @careertech. ok gov Approval Date* 01/17/2020 &8
ApprovalRejection Note
Format B I U E == iz = E e W H
Add note here. If you do not have a note to add, =
type your initials. This field is required.

3.2 - Click the Approve button at the top or bottom of the screen. Then, click OK on the Are
you sure? message.

4 e [ | e |

The Agreement will now go to the EDI State Initiative Supervisor for approval.
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Agreement — Stage 4 — State Initiative Supervisor

State Initiative Supervisor

See instructions for Regional Coordinator here.
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Agreement — Stage 5 — Local Superintendent/CEO

Local Superintendent/CEO (or Designee)

Accessing the Agreement List

e Sign in at https://ctims.okcareertech.org/CTBDSWeb/ using your school email and
CTIMS password.

Sign in to your CareerTech CTIMS account.

Email:

careervech S
CTI MS Isr;favernmu'lan Management ) Remember me?

© 2013 - Use the Microsoft Infemnet Explorer Version 11 or higher. CTIMS is currently nof compatible with other browisers.

IMPORTANT: Please log into CTIMS using Internet Explorer version 11or higher or
Microsoft Edge - CTIMS is currently not compatible with other browsers.

e Verify that you are signed in with the role of an EDI Local Superintendent/CEO in the
top right-hand corner. Use the drop-down arrow to select this role.

aeervech _ Oxea Depanent o et and Telogy Fcion

W ===

Hame: Okahoma Depariment of Career and Technokgy Education

Shor Name: OKDEPTCAREERTECH

e Click the arrow * next to Grants on left navigation.

(C%?' :ﬁ'h Oldahora Depariment of Career and Technology Education

Ohahoma Depariment of Career and Technokgy Education
OKDEPTCAREERTECH
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Agreement — Stage 5 — Local Superintendent/CEO

e Click the arrow ' » next to Grant Process on left navigation.

4! |{1Grants

» L Grant Process
Defails

Ofiahoma Department of Career and Technology Education

OV NEDTCADCEDTECL

e Click the arrow * nextto EDI Process on left navigation.

Dashboard | EDI Manage Grant WorkSheets/Agreements/invoice/Follow-up X

& Grant Process
EDI Grant Fund Worksheets List

4 EDI Process

JB EDi Manage Grant WorkSheetsiAgreementsinvo

8 EDI Inwoice: Proce;
Reports

Grant Fund Type:* DN

Fiscal Calendar Year* 2018-2020 v

Organizztion Enter the first ihree characters of any word that is

Organization Type:* Tech Center Districts v

Organization District™ Program Intiative:* —Select-
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Agreement — Stage 5 — Local Superintendent/CEO

Opening the Agreement

orwbpPE

©ooNo

Verify Fiscal Calendar Year* to make sure correct year is showing.

Verify Grant Fund Type* is set to EDI.

Select your correct Organization Type from the drop-down menu.

Select your Organization* by typing in the first three characters of the name.
Verify the Organization District* if it does not automatically appear after typing the
first three letters of your Organization name or if you need to select a different
Organization District.

Select a Program Initiative*.

Approval Function Type will remain as All.

Filter on Status will remain as All.

Select the Search button to search for any outstanding worksheets/applications that
need your approval.

NOTE: A red asterisk (*) indicates a required field.

Dashboard D Manage Grant WorkSheets/AgreementsnvoiceFolowup X

EDI Grant Fund Warksheets List

Fiseal Calendar Year* 1 - amm o | Grant Fund Ty * 2 - [ v
Organizafon Type:* 3 = Tech Cener Diics v | Ongenizeion* 4 - N
Onpaizin it 5- Proan s 6 - -t v
Approval Funchion Type:* 7 o v

Fiteron s * 8-u v Q% - 9

v Savechanges € Cancelchanges | [ Exporth Excel

At Provicer Name:

Agecnent
Worksheet Approvl Sibnission Aeement Aol Worsheet Aporoved Submizsion  Agreement Approved BAP  Sub Avard

Clent Name Cument Stage Dae Worksheet Ageenent Carren! Slage: Status Date Status Proces  Alocaion
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Agreement — Stage 5 — Local Superintendent/CEO

1.1 - After clicking the Search button, the Agreement column will display an agreement
number. Select the new agreement by clicking on the Agreement Number. This is a link that

will open the Agreement.

5 Dorans Dashboard |~ EDI Manage Grant WorkSheets/Agreements/invoice/Follow-up A
& GrantProcess EDI Grant Fund Worksheets List
(& WEDI Process
. Grant Fund Type* e .

e CIELG | Fiscal Calendar Year* 20162017

3] EDI Invoice Process
< > Organization Type* Tech Center Districts v | Organization* Sample Technology Center v
Organization District* Sample Technology Center v | Program Initiative:* Economic Development - Firefighter (Type 83) v
Approval Function Type: * All v
Filter on Status: * Al
Sample

Export to Excel

@ Save changes | ® Cancel changes

Worksheet Agreement

Worksheet

Worksheet Approval Current Stage
Local Superintendent - Fully Approved Stage

A Provider Name
[+ W Sample Technology Center

WSAG-1619-EDI-EDI-FIREFTR-444-07X1

05116201 WS-1819-EDI-EDI-FIREFTR-444-4

Reviewing the Agreement
2.1 - Expand the Budget Line Items section by clicking on the + (plus) sign to review the
budget.

EDI Manage Grant WorkSheets/Agreements/Invoice/Follow-up X | New X

@ [omants Dashboard
B HGrant process EDI Grant Agreement
[ W EDI Process
& Refresh gl View SOU  dg| Agreement Summary @ Save as Draft = (@)

EDI Manage Grant Work 4 Provider Organization Details

(0] EDI Invoice Process
< > + Basic Client Information

= Budget Line ltems
Grant Allocation
Sub Award Allocation ‘Waolsheet Budgeted Agreement Budgeted Fully Approved Invoiced Agreement Unbudgeted = (Allocated - Agrmt. - Remaining to Invoice
$3,986.00 650,00 $0.00 $0.00 Budgeted) $0.00
$3,986 00

Approv Total  Matched Funds

10 $15.00  Cost Per Each $150.00 $150.00 -
10 $250.00 Cost Per Each $2,500.00 $2,500.00 -

Budget Line(OCAS CODE)
Units Unit Gost  Req. Unit Type Total

Program — Fun Object Agreement Line Desc.

Firefighter Workbooks

Tech Supplies
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Agreement — Stage 5 — Local Superintendent/CEO

2.2 — To review the SOU and/or Agreement Summary click on the appropriate buttons
indicated below. To close out each tab after review, click the % on that tab.

e o

Dashboard  EDI Manage Grant WorkSheets/ Agreements/invoice/Follow-up X | WSAG-1920-EDI-EDI-FIREFTR-444-07X111745-48E73EET8072 - 15t Slage X \

EDI Grant Agreement >
+ Provider Organizafion Details Refesh | [ View SOU | B Agreement Summary
| |
+ Basic Clent Information
| |

+ Project Details
|

+ Budget Line tems
|

+ Attachments
[}
| ¥ Acknowledgements l

BA Summary Report S0U History Report ()Refiesh | [3 View BISPEF | [3View SOU | [3 Agreement Summary  Poproval Process
~Select- v —Select-

\/

2.3 — Once you’ve reviewed the Agreement, on the EDI Grant Agreement screen, click the
Approval Process button at the bottom of the form.

Dashboard  EDI Manage Grant WorkSheetsiAgreemenisinvoice Folowap X | WSAG320-EDLEDIFIREFTRA4407XI1T4545ETIEETAOT - 15t Stage. X
EDI Grant Agreement

+ Provider Organization Details (Refiesh | [ViewS0U | [ Agreement Summary

|
+ Basic Client Information
|
+ Project Delais
|
+ Budget Line ltems
|
+ Attachments
[}

+ Acknowledgements

B4 Summry Report SOU History Report (jRefresh  [AViewBISPEF | [} ViewSOU [} Agreement Summary /' Approval Process
~Selett- v ~Seett-
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Agreement — Stage 5 — Local Superintendent/CEO

Agreement Acknowledgements and Approval

3.1 - Onthe Approval Process — EDI Grant Agreement Approval screen, add a note to the
Approval/Rejection Note section, and a note in the Private Note section (optional).

EDI Local Goordinator - 1st Stage:

Approval Status
111512020 2:19:07 PM

EDI - Local Goordinator Keri - Watkins

ke wathins@careeriecho. . Approved New Process
» EDIBIS Director - 2nd Approval Stage 1ATI2020 7:11:03 AM
EDI State Regional Coordinator - 3rd Approval Stage: 72020 7:41:03 AM

[EDI State Supervisor - dth Approval Stage

vz 71105
Current Approval Stage Information
Approved By* Watkins Kemi Approval Stage* 2nd Approval Stage
Approver School* o of Gareer and Approver Role* EDI - Local BiS Director
Approver Email* Kerri. watkins@careertech.ok gov Approval Date* 0171772020 =
ApprovalRejection Note
Format B I U E == iz = E e W H
Add note here. If you do not have a note to add, =
type your initials. This field is required.

3.2 - Click the Approve button at the top or bottom of the screen. Then, click OK on the Are
you sure? message.

4 e [ | e |

The Agreement will now go to the Local Finance Coordinator for approval.
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Agreement — Stage 6 — Local Finance Coordinator

Local Finance Coordinator
Accessing the Agreement List

e Sign in at https://ctims.okcareertech.org/CTBDSWeb/ using your school email and

CTIMS password.
Sign in to your CareerTech CTIMS account.
careervech e
CTI MS Isr;f;:;ver:"ahor’\ Management C Rememberme?
TR

Forgot your password?

© 2015 - Use the Microsoft Infemnet Explorer Version 11 or higher. GTIS is currently not compatible with other brovsers.

IMPORTANT: Please log into CTIMS using Internet Explorer version 11or higher or
Microsoft Edge - CTIMS is currently not compatible with other browsers.

e Verify that you are signed in with the role of an EDI Local Finance Coordinator in the
top right-hand corner. Use the drop-down arrow to select this role.

Toestay, January 2, 2020 12:00 PM | Hello ke walkins Beareertech ok g0 L 4]

OMahoma Depariment of Career and Technology Educalion

Short Name: 0K DEPT CAREER TECH

Organicaion Cade 0000000

e Click the arrow * next to Grants on left navigation.

Toestay,deuary 21, 2020 £200PM | Helokerwatins Gereetech.oigod 4

o e
g;’sfﬁgl‘(‘h o Oiahoma Department of Caresr and Technology Educafion

OMahoma Depariment of Career and Technology Educalion

OK DEFT CAREER TECH

60000000
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Agreement — Stage 6 — Local Finance Coordinator

e Click the arrow ' » next to Grant Process on left navigation.

4! |{1Grants

» L Grant Process
Defails

Ofiahoma Department of Career and Technology Education

OV NEDTCADCEDTECL

e Click the arrow * nextto EDI Process on left navigation.

Dashboard | EDI Manage Grant WorkSheets/Agreements/invoice/Follow-up X

& Grant Process
EDI Grant Fund Worksheets List

4 EDI Process

JB EDi Manage Grant WorkSheetsiAgreementsinvo

8 EDI Inwoice: Proce;
Reports

Grant Fund Type:* DN

Fiscal Calendar Year* 2018-2020 v

Organizztion Enter the first ihree characters of any word that is

Organization Type:* Tech Center Districts v

Organization District™ Program Intiative:* —Select-
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Agreement — Stage 6 — Local Finance Coordinator

Opening the Agreement

Verify Fiscal Calendar Year* to make sure correct year is showing.

Verify Grant Fund Type* is set to EDI.

Select your correct Organization Type from the drop-down menu.

Select your Organization* by typing in the first three characters of the name.
Verify the Organization District* if it does not automatically appear after typing the
first three letters of your Organization name or if you need to select a different
Organization District.

Select a Program Initiative*.

Approval Function Type will remain as All.

Filter on Status will remain as All.

Select the Search button to search for any outstanding worksheets/applications that
need your approval.

orwbpPE

©ooNo

NOTE: A red asterisk (*) indicates a required field.

Dashboard | EDI Manage Grant WorkShesfs/Adreements/invaice/Folowup X

EDI Grant Fund Worksheets List
Fiscal Calendar Year* 1 T o | GrantFund Type:* 2 Bl N
Organizafon Type:* 3 Tech Cente i v | Ongenizsion* 4
Onganizafion Dighict* 5 Program Infiafve:* Selel- N
- 6 -

Approval Funchion Type: * il '

7 -
Fitr on Staus.* il v Seah

8- -9

v Savechanges @ Cancelchanges | [ Exporth Excel

Ageenent
Worksheet Appoval Stbmisson Agrsement Approval Vhorsheet Approved Submission  Agreement Approved BAP Sub Avard

Aet Provider Name: Clen Name Cument Stage Dae Worksheet Ageenent Current Slage: Stafus Date Status Proces ~ Alocaion
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Agreement — Stage 6 — Local Finance Coordinator

1.1 - After clicking the Search button, the agreement column will display an agreement number.
Select the agreement by clicking on the Agreement Number. This is a link that will open the

agreement.

5 [ Grants Dashboard | EDI Manage Grant Follow-up X A
B W Grant Process EDI Grant Fund Worksheets List
= [ EDI Process
EDI Manage Grant Workg Fiscal Calendar Year™ 2016-2017 v Grant Fund Type= EDI v
|1 EDI Invoice Process
< > Organization Type:* Tech Center Districts y  Organization* Sample Technology Center v
Organization District* Sample Technology Center v Program Initiative:* Economic Development - Firefighter (Type 83) v
Approval Function Type: = Al v
Filter on Status” = Al v |esearcn |
Sample
(@ save changes | (® Cancel changes | &) Export to Excel

Agreement

Worksheet

Worksheet. .
05M8201... | s 1515.EDIEDILFIREFTRA44-07X1117J

WSAG-1819-EDIEDI-FIREFTR-444-07X1.

Worksheet Approval Current Stage
Local Superintendent - Fully Approved Stage

A Provider Name
(# I Sample Technology Center

Reviewing the Agreement
2.1 - Expand the Budget Line Items section by clicking on the + (plus) sign, if necessary.

Review the budget.

New X

Dashboard EDI Manage Grant WorkSheets/Agreements/invoice/Follow-up X
EDI Grant Agreement

& Reffesh {7 View SOU  dg| Agreement Summary @ Save as Draft

= LGrants
& L Grant Process
@

= BEED Process

EDI Manage Grant Workg = Provider Organization Details

[¢] EDI Invoice Process
> + Basic Client Information

+ Project Details

= Budget Line ltems
Grant Allocation
Sub Award Allocation
$3,986.00

Agreement Unbudgeted = (Allocated - Agrmt.  Remaining to Invoice

Fully Approved Invoiced
$0.00

Agreement Budgeted
$0.00 $0.00 Budgeted)
$3,986.00

heet Budgeted

Approv Total - Matched Funds

Agreement Line Desc. Units Unit Cost Req. Unit Type
Firefighter Workbooks 10 $15.00  Cost Per Each $150.00 $150.00 -
$2,500.00 $2,500.00 -

$250.00  Cost Per Each

Tech Supplies
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Agreement — Stage 6 — Local Finance Coordinator

Entering OCAS Codes

3.1 — Enter the OCAS coding for each of the line items by clicking in the field under the Budget
Line (OCAS Code) column. Begin typing the code in Object-Program-Function Code (e.g. 610-
590-1500) order. As you begin typing the OCAS code, a drop-down of OCAS codes will come
up that you can select from. Select the valid OCAS code for each budget item. Use the scroll
bar at the bottom of the page to scroll to the right and input any Matched Funds.

NOTE: The tech center is responsible for selecting OCAS codes. See
https://www.okcareertech.org/about/state-agency/divisions/imd/ctims/OCASCodesforBIS.xIsx

for codes.

-+ Provider Organization Details CRefresh || 3 View SOU || () Agresment Summary

+ Basic Client Information
+ Project Details
= Budget Line ltems
Grant Allocation
Sub Award Allocation Worksheet Budgeted Worksheet Requested Total Agreement Budgeted Fully Approved Iveiced Agreement Unbudgeled = (Allocated - Agrit. Budgeted) Remaining to Invoice

$63,036.00 525,688 51 525,668.51 511,02021 5000 $52,01778 511,020.21

Budget Line(s) | Budget Line Detail Information

Req Unit  WorkSheet  Work Sheet
al

7/%0get Line(OCAS GODE) ni
Units  UnitCost Req. UnitType e Status s Type Req.Unils  Cost Req Tota  Tol Allocated

Funchion - Object - Program Ag\gement Line Desc.
1500610500 Emei_ ancy Vehicle Driver Training 3 8 r 3683.96 5000
-

3.2 — After reviewing the budget information and entering the OCAS codes, click on the
Approval Process button at the bottom of the screen.

e N R = e e e

ey ——Y

sy g S0 Wity R Gt | @vewss e | B vawsou | @Agsnansinmsy 7 g
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Agreement — Stage 6 — Local Finance Coordinator

Agreement Acknowledgements and Approval

4.1 - Onthe Approval Process — EDI Grant Agreement Approval screen, add a note to the

Approval/Rejection Note section, and a note in the Private Note section (optional). You can
add your initials if you do not have a note to add.

EDI Local Coordinator - 1st Stage:

Approval Siatus
11512020 2:19:07 PM EDI - Local Coordinalor Kerri - Watkins kemi.wakins @careeriech.o... | Approved New Process
» EDIBIS Director - 2nd Approval Stage 1712020 7:11:03 AM

[EDI State Regional Coordinator - 3rd Approval Stage.

02071103 At
EDI State Supervisor - 4th Approval Stage 11712020 7:11:03 AM
Current Approval Stage Information =
Approved By* Watkins Kerri Approval Stage” 2nd Approval Stage
Approver School™ of Career and Approver Role* EDI - Local BIS Director
Approver Email* kerri.watkins@careerech.ok gov Approval Date* 011472020 =]
ApprovalRsecton Note
Format B I U EEE =& e B
Add note here. If you do not have a note to add, =
type your initials. This field is required.

4.2 - Click the Approve button at the top or bottom of the screen. Then, click OK on the Are
you sure? message.

e e

The Agreement is now fully approved.
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Budget Adjustment Process

Budget Adjustment Process

After an Agreement is submitted for approval, you must go through the Budget Adjustment
Process to make any changes.

IMPORTANT: Initiating the Budget Adjustment will freeze any invoice in process. The Agreement
will be sent back to your approval stage.

Accessing the Agreement List

e Sign in at https://ctims.okcareertech.org/CTBDSWeb/ using your school email and
CTIMS password.

NOTE: Please log into CTIMS using Internet Explorer version 11or higher or Microsoft
Edge . CTIMS is currently not compatible with other browsers.

o Verify that you are signed in with the appropriate role in the top right-hand corner. Use
the drop-down arrow to select your EDI role.

EDI - Local Coordinator v

Oklahoma Department of Career and Iechnology Education

» [[10rganizations Dashboard

» [Grants

Details

e Click the arrow * next to Grants on left navigation.

Oklahoma Department of Gareer and Technology Education

EDI - Local Coordinator -

Nashboard

> {[horganizations
» [Grants

Details
Okiahoma Department of Career and Technology Education

ghort Name OK DEPT CAREER TECH

EDI - Local Coordinator

» [[HOrganizations
4| [[crants
» L Grant Process

Details

Oklahoma Department of Career and Technology Education

e Click the arrow * nextto EDI Process on left navigation.

EDI - Local Coordinator v

[ organizations. Dashboard

« [Dcrants
4 [ Grant Process
» [UEDI Process Nalbe OKlahoma Department of Career and Technolegy Education

ol A nepT caoeED TECH
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Budget Adjustment Process

e Select EDI Manage Grant WorkSheets/Agreements/Invoice/Follow-up.

Oklahoma Department of Career and Technology Education

EDI - Local Coordinator

» J0Organizations Dashboard

4 [[Grants
- EDI Process Name Oklahema Department of Career and Technology Education
|o] EDI New Worksheet / Agreement Flow e OK DEPT CAREER TECH
[5] EDI Manage Grant
[] EDI Invoice Process Organization Code: 601000000

IMPORTANT: Do not select the EDI New Worksheet/Agreement Flow option on the left navigation.

This will start a completely new worksheet.

Opening the Agreement

Verify Fiscal Calendar Year* to make sure correct year is showing.

Verify Grant Fund Type* is set to EDI.

Select your correct Organization Type from the drop-down menu.

Select your Organization* by typing in the first three characters of the name.
Verify the Organization District* if it does not automatically appear after typing the
first three letters of your Organization name or if you need to select a different
Organization District.

Select a Program Initiative*.

Approval Function Type will remain as All.

Filter on Status will remain as All.

Select the Search button to search for any outstanding worksheets/applications that
need your approval.

orwdPE

©ooNo

NOTE: A red asterisk (*) indicates a required field.

Dashioard D Manage Grant WorkShests/AgreementsnvoiceFolowup X

EDI Grant Fund Warksheets List

Fiscal Calendar Year* 1 M Y Grant Fund Type:* 2 1] v
Organizafon Type:* 3 Tech Cente D v | Ongenizeion* 4 N
Onganizafion Cistict* 5 _ Program Infiave:* 6 Skl N
Approval Funcion Type: * i '

7 -
Fiteron Stais:* Al v QS

8- -9

o Savechanges € Cancelchanges | [ Exportt Excel

Agresment
Warksheet Approval Stbnission Aeement Agprovl Submizsion  Agreement Approved BAP  Sub Avard

Aet Provider Name Clent Name Cument Slage Date Worksheet Ageenent Caren! Slage: Date Status Proces  Alocaion
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Budget Adjustment Process

1.1 - After clicking the Search button, the agreement column will display an agreement

number. Select the agreement by clicking on the Agreement Number. This is a link that will

open the agreement.

) [Grants Dashboard | EDI Manage Grant Follow-up X
2 [ Grant Process

(& [ EDI Process

EDI Manage Grant Work] Fiscal Calendar Year™ 2016-2017

EDI Grant Fund Worksheets List

Grant Fund Type:™ EDI

(@ save changes | (® Cancel changes | &) Export to Excel

Worksheet Agreement

Worksheet. .

Worksheet Approval Current Stage
Local Superintendent - Fully Approved Stage

A Provider Name
(# I Sample Technology Center

WSAG-1819-EDIEDI-FIREFTR-444-07X1.

05M8201... | s 1515.EDIEDILFIREFTRA44-07X1117J

Initiating the Budget Adjustment
2.1 - At the bottom right corner of the EDI Grant Agreement screen, click Budget
Adjustment Process.

|1 EDI Invoice Process
< > Organization Type:* Tech Center Districts y  Organization* Sample Technology Center v
Organization District* Sample Technology Center v | Program Initiative:* Economic Development - Firefighter (Type 83) v
Approval Function Type: = Al v
Filter on Status” = Al v |esearcn |
Sample

ashboard  EDI Manage Grant WorkSheels/Agreements/invoice/Follow-up X | WSAG-1819-EDI-EDI-TIP-434-16X111745-AD29A2F93065 - Fully Approved Stage X

EDI Grant Agreement
G Refresh | [3 View SOU [ Agreement Summary

=+ Provider Organization Details
=+ Basic Client Information

=+ Project Details

=+ Budget Line Items

=+ Attachments

=+ Acknowledgements

BA Summary Report SOU History Report ORefresh | [ View BISPEF | [B View SOU | [3 Agreement Summary

—Select— v —Select— -

This record is fully approved, you are not authorized to change data within this record.
© Budget Adjustment Process
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Budget Adjustment Process

2.2 - You will be asked to confirm that you are reinitiating the agreement approval process.
Click OK.

Budget Adjustment Process

You are going to reinitiate the agreement approval process and initiating the budget
adjustment process, Are you sure?

2.3 - In the Budget Line Items section, make the necessary changes to the budget line item by

clicking in the appropriate columns. For example, click in the Units column to change the
number of units.

+ Project Details
= Budget Line ltems

Grant Allocation

Sub Award Allocation Worksheet Budgeted Ri 1 Total g 1t Budgeted Fully Approved Invoiced Agreement Unbudgeted = (Allocated - Agrmt. Remy
$42,970.00 $42,969.00 $42,969.00 $42,969.00 $0.00 Budgeted) $42
$1.00

Budget Line(s) Budget Line Detail Information

+ Add Budget Line | X Remove Budget Line || @ Cancel Budget Line Changes

Budget Line(OCAS CODE)

Function - Object - Program Agreement Line Desg Units UnidGost  Req. Unit Type Total Approv Total  Maiched Funds Status
1500-600-590 Skills Academy {* S, 360H, 2C) Traini Cost Per Class m $1.00

IMPORTANT: After changing the units and/or unit cost columns, remember you must manually

enter the amount in the Approv Total column to match the Total column. This will release the
funds.

Agromert re e

Emenency Vetice Dever Trameg Oc 05 B




Budget Adjustment Process

NOTE: Once the changes, or partial changes have been made, you can Save as Draft by
clicking Save as Draft at the bottom of the EDI Grant Agreement screen. This will save the
changes to the agreement without summiting to the next approval stage, so you can return and
finish at a later time.

2.4 - When all adjustments have been made and you are ready to send to the next approval
stage, add the approval note in the Note field below the budget line items.

Budget Line(s) | Bucget Line Detail Information

+ Add Budget Line | X Remove Budget Line | @ Cancel Budget Line Changes

Budge’ine(OCAS CODE)
Fun’ K

Budget Line  Req. Unit Req Unit  WorkSheet  Work Sheet
Object - Program Agreement Line Dest! Units  UnitCost Reg. Unit Type Approv Total - Matched Funds Statue. Dese. Type al

Req.Unils  Cost Req. Total  Tot: Alocated

1 10600500 Skills Academy (15S, 36 H, 2C) Tr...

$2.00 $1.00 $0.00 $1.00 500

Wiaamum 1000 characters length

J Attachments

J Acknowiedgements

A Summary Report SOU History Report
toct _Select

O Refresn || (2 View BIS PEF || [ BA Detail Report || (3 View SOU || (3 Agreement Summary | + Save as Dral | @ Submit For Approval

Acknowledgements and Approval

3.1 - Next, expand the Acknowledgments section by clicking on the +(plus) sign. Add your
Budget Adjustment Justification Note and Acknowledgement Note (These fields are required.
You can add your initials if you do not have a note to add.), then click the box to verify that the
information provided is accurate and complete. Now, select Submit for Approval.
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Budget Adjustment Process

+ Attachments
= Acknowledgements

Budget Adjusiment Jusfification Note

Fomt v B 1y === =52 e 8

-

/1 * By checking this bar, | certfy thal the infg nafion provided is accurale and complete.
Acknoutedgement Nofe:

iAReted siz) v | ginhertted font) v Pasgaph v | = = ==z iz

Tesd ~

Add note here. If you do not have a note to add, @
type your initials. This field is required.

B4 Summary Report SOU History Report (Refresh || (2 View BIS PEF | [ BA Detail Report | [ View SOU | [3 Agreement Summary || + Sh\ve as Draft | @ Submit For Approval

2

~Select- - —Select-

The agreement will go back through the Agreement approval process.

Releasing Funds

If a project has completed and not all funds are used, you can release the funds to be used for
another project. For example, you can release funds for a fire fighter program to be used for
another fire fighter program training project.

e Inthe Agreement, you will do a budget adjustment. Once the budget adjustment is fully
approved, the funds will be released and you can begin a new Worksheet for the new
training.

e If you have a line item that has not been used and need to release the funds to be used for
another project, you will make that line item inactive.

For complete instructions to release funds, go to the Releasing Unused Funds section of the
guidebook here.
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Invoice Process Flow

Invoice Process Flow

e All enrollments must be uploaded to CTIMS before the invoice process can be
initiated.

e Verify you have all supporting documents before submitting an invoice for
approval. For more information on funding and reimbursement, please refer to the
Invoicing Checklist on page 12 of the BIS Guidelines FY21.
https://www.okcareertech.org/about/state-agency/divisions/imd/ctims

IMPORTANT: If you have started an invoice and realize you need to do a budget adjustment in the
Agreement, you must make the current invoice inactive, then begin the budget adjustment process. For
information on the budget adjustment process, see instructions here.

**Contact the regional coordinator prior to initiating a budget adjustment**

Roles: Invoice Process
The roles represent the stages required in CTIMS for the submission of an invoice.

Stage 1 - Local Coordinator — After training is complete, the EDI Local Coordinator initiates
the invoice process.

<

Stage 2 - Local BIS Director — Reviews and approves invoice line items and
attachments.

N4

Stage 3 - Local Finance Coordinator - Reviews and approves invoice line items
and attachments.

2%

Stage 4 - State Regional Coordinator - Reviews and approves invoice
line items and attachments.

N4

Stage 5 - State Requisition Coordinator - Verifies the invoice
line items and documentation, prints the documentation, and
delivers to the finance department.

24

Stage 6 -ODCTE EDI Finance Reviewer - Reviews and
approves the invoice line items and documentation. The
invoice becomes fully approved. Pays the claim.
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Local Coordinator
Accessing the Invoice

After training is complete, the EDI Local Coordinator starts the EDI Invoice Process.

‘ IMPORTANT: Before initiating an invoice, all Budget Adjustments must be fully approved. I

e Sign in at https://ctims.okcareertech.org/CTBDSWeb/ using your school email and
CTIMS password.

Sign in to your CareerTech CTIMS account.

Email:

career vech S
CTI Ms g:fa;r:;yz'cn Management O Remember me?
TR

Forgot your password?

2013 - Use the Microsoft Infernet Explorer Version 11 or higher. CTIMS is currently not compatible with other brosers.

IMPORTANT: Please log into CTIMS using Internet Explorer version 11or higher or
Microsoft Edge . CTIMS is currently not compatible with other browsers.

o Verify that you are signed in with the role of an EDI Local Coordinator. In the top
right corner. Use the drop-down arrow to select this role.

-
g;ﬁg’*:g"h—* Okizhoma Deparment of Carees and Technology Educaticn

b [\ Organizions

b L Granis

Okdahoma Deparimeni of Career and Technology Educaion

Ok DEPT CAREER TECH

S0IDDDDDY

e Click the arrow ' * next to Grants on left navigation.

IR} G, 2N 1243 £ | 1R R LAY
EDI- Local Coordinalor v

b [} Organizaions
r L Grans
Okiahoma Deariment of Career and Technology Education
OK DEPT CAREER TECH
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e Click the arrow ' » next to Grant Process on left navigation.

Vidnesday, danuary 8, 2120 12:39 PV Helo e wlins careech ok gov A |

career vesh

UNanomma Lepartnat of Career and Techinology Educaiion
(T '

‘Otdahoma Depariment of Caress and Technology Educalion

(OKDEPT CAREER TECH

Select the EDI Invoice Process.

+ [Organizations Dashboard | EDI Involce Process X

EDI Grant Fund Invoices List

+ LEDI Process

N 2018-2020 » | Grant Fund Type:” 01 .
3] EDI New Worksheet / Agr

v Organization Tyl Tech Center Districts v | Organization* Enter the first tnree characters of any word hat is includedin v

Organization Dig Program Initiative: ey .

Manage Grant Invoices
\pproval Function Type: * Al -
Filter on Status: * Al *  Qsearch

R Export to Excel

Client Name:
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Creating a New Invoice

Complete the EDI Grant Fund Invoices List form. The tagged numbers on the screenshot
correspond to the instruction steps below.

1. Verify Fiscal Calendar Year*.

2. Verify Grant Fund Type is set to EDI*.

Select your correct Organization Type from the drop-down menu. This should
default to Tech Center Districts.

Select your Organization by typing in the first three characters of the name.
Verify the Organization District*.

Select a Program Initiative*.

w

Approval Function Type will remain as All.
Filter on Status will remain as All.

Select the Search button to search for any outstanding invoices that need your
approval.

©ooN o0k

NOTE: A red asterisk (*) indicates a required field.

Dashboard |~ EDI Invaice Process X

EDI Grant Fund Invoices List

Fiscal Calendar Year 1 _ e v | Grant Fund Type:* 2 = @

Organizaion Type:* 3 —~ Teh Center Disticls v | Onganzlion* 4 = Enfer he frsthree characters of any word that s included in your organizaon name.

Organizafion Distict* 5 _ Progranfiaie:* 6 —  Sekc

Grant Workshee/Agreementlnvoice List | Manage Grant Invoices

Approval Funclion Type: *

7 _ A N
Fiter on Satus:* 8 - v Qfemh = 9

[ Exportfo Excel

Worksheet

New BAP Agreement Agreement Submission Sub Award
Invoice Provider Name: Client Name: Proce: Agreement Submission Date Approval Stage: Approval Status Worksheet Date Worksheet Stage ~~ Worksheet Status Allocation
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e After clicking the Search button, select New Invoice to start a new invoice.

Dashboard |~ EDI Invoice Process X

EDI Grant Fund Invoices List

Fiscal Calendar Year*® 2018-2020 v Grant Fund Type:* Dl .
Orgarizafion Type:* Tech Center Districts v Organizaion* Sample Technalogy Center v
Orgaizaton Ditct Sample Technology Center v Program ntie Economic Development - Frefighter (Type 83) 444 M
Manage
Approval Function Type: * Al v
=)

Filler on Staus:* Al

2 Expartto Bxcel

Worksheet

BAP Agreement hgreement Submission Sub Award
Proce: Agreement Submission Date Approval Stage Approval Status Worksheet Date Worksheet Stage Worksheet Status Allocation

EDI Local Finance... Fully Approved

New
Invoice. Provider Name Cient Name

$63,033.00

WS-1S20EDHED... | 0BI05201... | EDIState Supen.

0910672019 15:36:19 Fully Approved

0910672019 15:35:14 EDILocal Finance...  Fully Approved WS-1S20EDIEDL.. | 0B14201.. EDIStale Superv.. | Fully Approved §63,036.00

Ho

» Newindice Sample Technolgfy Sample Organization

nology Sample Organization  WSAG90-EDLEDLFIREFTRAUTXI...  No
No Hew-Draft W5-1920-EDI-EDI. MNew-Draft $63,036.00

ple Te:hno\nggsgmﬁlré Organization

IMPORTANT: If you have already created an invoice for the project, do not click on New
Invoice. Follow the instructions for opening and existing invoice here.

e Onthe EDI Grant Submit Invoice-Step 1 screen, click Save & Next.

Dashboard  EDI Invoice Process % | New Invoice X

EDI Grant Submit Invoice - Step 1

= Provider Organization Details

Fiscal Calendar Year= 2018-2020 | GrantFund Type* EDI v
Organization Type:* Tech Center Districts »  Organization:* Sample Technology Center v
Organization District* sample Technology Center v | Program Initiative: Economic Development - Firefighter (Type 83) -444 A
Worksheet No:* WS-1920-EDFEDHFIREFTR-444-07X111745-08A500783343

Agresment No* WSAG-1920-EDHEDI-FIREFTR-444-07X111745-183FD46EBFFE

Invoice No:* INV-1920-EDI-EDI-FIREFTR-444-07X111745-2CT42FT233ED

+ Basic Client Information

+Project Details

CRefresh | M Save & Next
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e Onthe EDI Grant Submit Invoice-Step 2 screen, the Invoice Line Items section should
automatically expand.

e Select the budget line item you want to invoice by clicking on the checkbox next to the
line item. This will add a check mark in the box next to that line item. Multiple invoice
line items can be checked to invoice on one invoice.

NOTE: To check all invoice line items at once, click the check box in the column
header.

Dashboard ~ EDI Invoice Process X | New Invoice X
EDI Grant Submit Invoice - Step 2
— Provider Organization Details () Refresh View BISPEF | [ View SOU Invoice Summary | 14 One Step Back | (%) Save as Draft | (&) Submit For Apf
= Basic Client Information
=+ Project Details

= Grant Allocation

= Invoice Line ltems

Budget Line(OCAS
CODE)
Function - Object -

W Agreement Line Desc Program OCAS Description Unit Cost Req. Unit Type Maiched Funds Tolal  ApprovTolal Al

» [] Structural Firefighter (19s 7c 8h) 1000-100-590 1000-Personnel Services - Salaries-100-Personnel §250.00 Cost Per Student $0.00 $4,750 00 §4,750.00

$250 00 $250.00

» [] Excelsior 1000-100-590 1000-Personnel Services - Salaries-100-Personnel $250.00 Cost Per Class $0.00

e If you will be invoicing for only part of a line item, click on the » next to the line item to
expand the details.

Dashboard  EDI Invoice Process % | NewInvoice X
EDI Grant Submit Invoice - Step 2

— Provider Organization Details (yRefresh | [ View BISPEF | [ View SOU Invoice Summary W One Step Back () Saveas Draft | @) Submit For Apf

+ Basic Client Information

+ Project Details

+ Grant Allocation

= |nvoice Line ltems

Budget Line(OCAS
CODE)
Function - Object -

B Agreement Line Desc Frogram (OCAS Description

Unit Cost Req Unit Type Matched Funds Tolal  ApprovTotal A

$250.00 | Cost Per Student $0.00 $4,750.00 $4,750.00

1000-Personnel Services - Salaries-100-Personnel.

» [] | Stuclural Firefighter (19s 7¢Bh)...  1000-100-580

1000-100-590 1000-Personnel Services - Salaries-100-Personnel. 100 $250.00 | Cost Per Class $0.00 $250.00 $250.00
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e To revise the budget line item, click the Edit button.

= Invoice Line ltems

Budget Line(OCAS
‘CODE)
Function - Object -
B Agreement Line Desc. Program OCAS Description Uit Cost Req Unit Type Matched Funds Total  ApprovTotal A
4 [/ | Structural Firefighter (195 7¢ 8h)... | 1000-100-590 1000-Personnel Services - Salaries-100-Personnel... 19.00 $250.00 Cost Per Student $0.00 $4,750.00 $4,750.00 A
+ Add Invoice

Is Aclive Invoice Line Desc. - Obj 2 its Unit Cost Req. Unit Type Maiched Funds Total Total To Be Invoiced Date Of

Structural Firefighter (19s 7c_. | 1000-100-590 §$250.00 Cost Per Student $4,750.00 $4,750.00

e Make the necessary changes to the Units, Unit Cost, and/or Req. Unit Type fields by
clicking in the space and typing or use the arrows on each field. This will update the
Total to be Invoiced column.

= Invoice Line ltems

Budget Line(QCAS

CODE)
Function - Object -
W Agreement Line Desc. Program (OCAS Description Unit Cost Req. Unit Type Matched Funds Total Approv Total A

+ Add Invoice

Budget Line{OCAS CODE)
Is Active Invoice Line Desc. Function - Object - Progran Unit Cost Req. Unit Type Matched Funds Total Total To Be Invoiced Date Of |

.
v

Tttt 1

CAULECY @ Cancel ] Structural Firefighter (19s 7c 8h) 1000-100-590 18.00 250.00 Cost Per Student v 0.00 : 4500

a
v

e Once the necessary adjustments have been made, click the Update button.

Budget Line(0GAS.
CODE)
Funcfon - Object Curent Line

W Agreement Line Desz Frogram o Uit Cost Reg. Uit Type Matched Funds Total  ApprovTotal  Aultolmioice Invoioed  TotalInvaiced  Worksheet Bucget Line Desc.

" Emergency Vehicle Driver Training... | 1000-320.890 1000:Professional Education Senvices-320-Frofessiana.. 16.00 $42.00 Cost Per Hour 5000 o880 688 347368 00 521528 | Emergency Vehicke Driver Traiing..

+ Aad Invoice

( B o ©

dgive  Imucioe Line Desc. eton - Ohject - o it Urit Cost Req Uit Type Matched Funds Toal Tota ToBe Invoiced Date Of Expense Serial Number Local Reference:

mergency Vehicle Driver Training 1000-320-500 100 5 anes + ||| CostPerHour v ||| 000 v e 47388 8

[ wnes
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e Expand the Attachments section by clicking on the +(plus) sign next to Attachments.

= Provider Organizlion et QReftesh | [(3ViewBISPEF | [3ViewSOU | [3 Invois Summary | w One StepBack | @Save as Draft | @ SubmitFor Approval

+F Basic Client Information
1

+ Project Detais

+ Grant Allocation

= Invoice Line ltems

Budget Line
(OCAS CODE)
Funcion - Object Curent Line:

W Agreement Line Desc. - Progaam OCAS Descrption i Req. UnitType: ApprovTotal A, to Ivoice Invoiced  TotalInvoiced  Worksheet Budget Lin Desc.
» @ Flashover (10s2c8h)814& . 1000100590 1000-Personnel Senvices - Salaries-100-Perso... 100 $1,00000 Cost Per Class S000  S100000 5100000 100000 50.00 5000 Flashover (105 2¢ 8h) 914 &
» (] Widand Backfring Operafio.. 1000100590 1000-Personnel Senvices - Salaries-100-Perso... 100 525000 Cost Per Class 5000 525000 525000 525000 5000 5000 Widiand Backfiing Opstato.
» [] NMS300(16S1GT6H)91... 1000-100-590  1000-Personnel Senvces - Salaries-100-Perso... 100 585000 Cost Per Class 5000 35000 550,00 535000 5000 000 NINS 300 (165 1C 16 H) 91
» (] NMS400 (16s1c 16h)921-. 1000100590  1000-Persomnel Senvces - Salaries-100-Perso... 100 385000 Cost Per Class 5000 535000 5350.00 535000 5000 S0.00 IS 400 (165 1c 16h) 921

$0.00 $2,950.00 $2,950.00 $§2,960.00 $0.00 50.00

+ Attachments

+ Acknowledgements

GRefesh | [(3ViewBISPEF | [3ViewSOU | [ Invoice Summary | w One Step Back || @ Save as Draft | @ Submit For Approval

NOTE: Refer to page 12 of the BIS Guidelines for invoicing requirements.

IMPORTANT: Invoice line items and attached supporting documents must match. All
attachments must be uploaded in one pdf.
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2.4 —

1. Click Browse to locate the files on your computer.
2. Select Upload and Save File to attach the file.

e A message box will say you have successfully uploaded the file. Close this box.

FLA-Local Finance Coordinator

+ Basic Client Information
=+ Project Details

+ Grant Allocation

+ Invoice Line Items
= Attachments
Browse: 1 - Browse w Upioad & Save fle 2

Attachment Note: ‘ \

Add note here for extenuating circumstances
related to the line items or attachments.

() Activeflnactivee file(s) | Download all files

File Name Detail Status

=+ Acknowledgements

&5 Invoice Summary | W One Step Back | (@ Save asDraft | @ Submit For Approval

2.5 - Go to the Acknowledgements tab by clicking on the +(plus) sign to expand this section.
Check the required acknowledgment box. Type an acknowledgment note in the box. Any
extenuating circumstances related to the line item or attachment should be added here with
detail. If you don’t have a note to add, type your initials, as this field is required. Then, click the
Submit for Approval button.

EDI- Local BIS Coordinator

(5 [ Grants + Basic Client Information

& [l Grant Process
= [EDI Process =+ Project Details
1] EDI New Worksheet / Agr:

[¢] EDI Manage Grant Worke

EDI Invoice Process

< > + Invoice Line Items

+ Grant Allocation

+ Attachments

wledgements

/By cneckingnis box, | certify that the information provided is accurate and complete.
Acknowledgeme! Note:*

(inherited size) v (inherited font) v Fomat

Add note here. If you do not have a note to add, =

type your initials. This field is required.

¢ Refresh | g View SOU | {g Invoice Summary 1« One Step Back #/y) Save as Draft | @ Submit For Approval
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NOTE: If you are not finished with the invoice, you can select Save as Draft and return at a

later time to make changes, then submit for approval.

2.5 — A message will pop-up to let you know that you have successfully submitted the invoice to

the next approval stage. Click OK.

Oklahoma Department of Career and Technology Education

&) [iGrants
= [E Grant Process
& EEDI Process
[ EDI New Worksheet / Agr
|| EDI Manage Grant Works

EDI Invoice Process

< >

Grant Invoice

Successfully completed the current stage and going# next stage. Please wait...
oK

EDI- Local BIS Coordinator v

2.6 - Go to the Invoice Summary tab to print or save a pdf report of the claim you have

submitted.

FLA Grant Submit Invoice -«5tep 2

= Provider Organization Details
+ Basic Client Information
=+ Project Details

+ Grant Allocation

+ Invoice Line Items

FLA-Local Finance Coordinator v

&3 Invoice Summary  « One Sifp Back (@ Save as Draft @ Submit For Approval
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2.7 - Click on the symbol to download a pdf of your invoice summary.

Oklahoma Dep 0 d ology Educatio I
Pas
EDI- Local BIS Coordinator 3
& Borans b AT | |8 &
= & Grant Process Page1of 1 N
& W EDI Process ; Se
& EDI New Worksheet / Agr 2 §
3 174 Hed
& EDI Manage Grant Works
V-1617-EDI-EDI- - ~OF4BECFBB5C2 - 85C2
PHED! Invoice Process
< > omic Develo refighter (Type 83)
School Name: Sample Technology Center Client Name: Sample Company Name
Vendor Number: PO Number: 8009011234
Date of Request Submitted: 6/26/2017 3:13 PM First Submitted By: Denise Christy
Last Submitted On: 6/26/2017 3:13 PM Last Submitted By: Denise Christy
Fully Approved Date : Fully Approved By:
Fully Approver Role:
Budget ine Descrption Units  UnitCost  UnitType Code Request tem Total
Tech Supplies 1000 $250.00 Each $2,500.00
Firefighter Workbooks 1000 515.00 Each $150.00
| Total Invoiced $2,650.00
G Ad ments:
v 6/26/2017
Yes Desecheismy | SHSECH
Note
adec
% Local 845 Coordinator - 15t New Process 6/26/2017 313 PM EDI- Local 815 Denise Crristy@careertech ok gov Densse Christy Approved
Stage coranstor
EDI Local 85 Director - 2nd £DI- Local BiS Deector
Approval Sage

The invoice has been successfully submitted and will go to the EDI Local BIS Director.

Opening an Existing Invoice for Submission

e Click the arrow ' * next to Grants on left navigation.

A Bepemant of Career and Technology Education

b [\ Orgizins
b Dormis
Okiabama Degarimestof Carer and Techndogy Educabon
OKDEPT CAREERTECH
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e Click the arrow ' » next to Grant Process on left navigation.

Vidnesday, danuary 8, 2120 12:39 PV Helo e wlins careech ok gov A |

career vesh

UNanomma Lepartnat of Career and Techinology Educaiion
(T '

» [ Organizaions
4 Loy
» | Grant Process.

‘Otdahoma Depariment of Caress and Technology Educalion

(OKDEPT CAREER TECH

e Select the EDI Invoice Process.

+ [Organizations Dashboard | EDI Involce Process X

EDI Grant Fund Invoices List

+ LEDI Process

" 2019-2020 .| Grant Fund Type:™ o .
1 EDI New Worksheet / Agr

\ Organization Tyl Tech Center Districts v | Organization=™ ENler the first three characters of any word thal is included in~ v

Organization Dig Program Iniiative:* P .

Manage Grant Invaices
\pproval Function Type: * Al .
Filter on Status: * All - Q Search

R Export to Excel

Client Name:

e To open an invoice that has already been started, but not submitted for approval, click on
the Manage Grant Invoices tab.

N

Manage Grant Invoices

Grant Worksheet/Agreement/invoice

Approval Function Type: *

All A

Filter on Status: * v QO search

[ Export to Excel

New BAP Agreement Agreement

Invoice Provider Name Client Name Agreement Proces Agreement Submission Date Approval Stage Approval Status
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NOTE: To view the approval status of an invoice already submitted for approval, click the »
sign next to the invoice to expand that section and view details.

Dasfboard |~ EDI Invoice: Process X

EDI Grant Fund Invoices List

Fiscal Calendar Year* 2019200 v Grant Fund Type:*

EDI v
Organization Type:* Tech Cenler Disticls v | Onganizafion:* tSample Technology Center v
Orgarizzion Disict Sample Technology Center v Progam Iifave* Economic Development - Firefighter (Type 83)-444 v
ioe List Invices
Approval Function Type: * Al v
Fiteron St * a v |QSeanh|
[ Exportto Excel
Worksheet
New BAP Agreement Agreement ‘Submission
Invoice: Provider Name Chient Name: Proce: Agreement Submission Date Approval Stage Approval Stafus Date Worksheet Stage Worksheet Stahus
» Newinoce  Sampl@¥gchnology Sample Organization | wsag QQF)FARFFIRALING . Mo 09062019 153619 EDI Local Finance. . Fuly Approved WS-S20-EDLEDL . 0305201 EDIState Supervi  Fully Approved $303800 A
» lewinoice | Sample Techriglogy Sample Organization | WSAG920EDLEDIFIREFTRA4407X1... | No | 090672019 15:35:14 EDI Local Finance... | Fuly Approved WS-1920-EDIEDI... | 08/14201... | EDIState Supervi... | Fully Approved $63033.00
4 Sample Tech nple Organization MNo New-Draft WS-1920-EDHEDI... New-Draft $63033.00

EDI Grant Submit Invoice - Step 1

1.1 - Verify that the information is correct, then select Save & Next to continue to the next
screen.

Dep 0 d ology Ed 0
EDI- Local BIS Coordinator B
Dashboard EDI Invoice Process X New Invoice X
Process EDI Grant Submit Invoice - Step 1

| Process

EDI New Worksheet / Agr = Provider Organization Details

EDI Manage Grant Works

DI Invoice Process Fiscal Calendar Year.* 20162017 »  Grant Fund Type:* EDl v

>

Organization Type:™ Tech Genter Districts + Organization* Sample Technology Center v
Organization District* Sample Technology Center »  Program Initiative:* Economic Development - Firefighter (Type 83) v
Worksheet No:* WS-1617-EDI-EDI-FIREFTR-444-16X111745-88953194C6A2
Agreement No:* WSAG-1617-ED-EDI-FIREFTR-444-16X111745-741 DF268EAA0
Invoice No*

INV-1617-EDI-EDI-FIREFTR-444-16X111745-A1331C725E58

| + Basic Client Information

=+Project Details

& Refresh  » Save & Next
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EDI Grant Submit Invoice - Step 2

2.1 - Under the Invoice Line Items section, select the budget line item you want to invoice by
clicking on the checkbox next to the line item. This will add a check mark in the box next to that
line item. Multiple invoice line items can be checked to invoice on one invoice.

Dashooard ~ EDIInvoice Process X | Newlnveice X
EDI Grant Submit Invoice - Step 2

= Provider Organization Detals GReffesh | [AViewBISPEF | [1ViewSOU  [3Invaice Summary | '« One StepBack @ Save as Drat | @ SubmitFor Approval

I |
+ Basic Client Information

i
+ Project Details

i
+ Grant Allocation

i

= Invoice Line ltems

Budget Line

{OCAS CODE)
Tunrdion - Object Curent Line
2" Agreement Line Desc. ~Prograi OCAS Description i Req. Unit Type: ApprovTotal Al fo lnvoice Invoiced  Totallnvoiced Worksheet Budgef Line Desc.

> Flashover (10s 2c 8h) 9148 1000-100-530 000-Personnel Services - Salaries-100-Perso_ 100 §$1,00000 Cost Per Class 5000 $1,000.00 §1,000.00 $1,000.00 $0.00 5000 Flashover (10s 2c 8h) 9/14 &

» O Backfiring Operatio...  1000-100-590 100 Personnel Services - Salaries-100-Perso... 100 525000 Cost Per Class $0.00 $250.00 $250.00 $250.00 30.00 30.00 Widland Backfiring Operatio...

» [ NI 1C16H)9M... | 1000-100-5%0 10008 ersonnel Services - Salaries-100-Perso... 100 385000 Cost Per Class $0.00 $850.00 $850.00 $850.00 30.00 $0.00  NIMS 300 (165 1C 16 H) /1.

» [] NIMS 400 (165 1c 16h) 821~ 1000-100-530 Personnel Services - Salaries-100-Perso_ 100 585000 Cost Per Class 5000 $850.00 $850.00 $850.00 $0.00 5000 NIMS 400 {16s 1c 16h) 921

$0.00 $2.95000 $2,950.00 $2,850.00 $0.00 $0.00

+ Attachments
|

+ Acknowledgements

’ GReffesh | [AViewBISPEF | [1ViewSOU  [3Invaice Summary | '« One StepBack | @ Save as Drat | @ SubmitFor Approval

2.2 - Click the » next to the line item to be invoiced, then click the Edit button.

e You will be able to change the Units, Unit Cost, Req. and Unit Type, by clicking in
each field and tying, or use the arrows to make the changes.

= Invoice Line ltems

Budget Line:
{OCAS CODE)
Function - Object Current Line

W AgresmentLin Desc ~Program OCAS Destripion i Req.UnitType Total  ApprovTotal AL folvoice Invoiced  TolalInvolced  Workshest Budget Ling Desc

|4 Flashover (10 2c 8h) 9/14 &..  1000-100-590 1000-Personnel Services - Salaries-100-Perso... 10 $1,000.00  Cost Per Class $0.00 §1,000.00 §1,000.00 §1,000.00 5000 $0.00  Flashover (10s 2 8h) 914 &... A

+ Add Invoice

Budget Line(OCAS C7UE)
Is ALk, Invoice Line Dest. Funcion - Object - P gram Req. Unit Type Malched Funds ~ Tolal Total ToBe Invoiced  Date Of Expense

‘Serial Number Local Reference:

shover (10s 2c8n) 9/... | 1000-100-590 100 $1,000.00  Cost Per Class 3000 §1,000.00 $1,000.00

$1,000.00 $1,000.00
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e Then, click the Update button.

= Invoice Line ftems

BudgetLine
{OCASCODE)
Funciion - Object Curent Line:

W Agreement Line Desc. - Program (OCAS Description it Req. Unit Type Total  ApprovTotal A to Invoice Invoiced  Total Invoiced  Worksheet Budget Line Desc.

a Flashover (10s 2c 8h) 9/14 &..  1000-100-590 1000-Personnel Services - Salaries-100-Perso... 1.00 $1,000.00 | Cost Per Class $0.00 §1,000.00 §1,000.00 §1,000.00 50.00 5000 Flashover (10 2 8h) /14 &... A

+ Add Invoice

Rudget Line(0CAS CODE)
IsAcfive  Invoice Line Desc. Funtuc. s, Object - Program Units Unit Cost Rex. Unit Type Matched Funds  Total Total To Be Invoiced  Date Of Expense Serial Number Local Reference:

+ Updale [0l 2| CostPerClass v o0 &0 o0 1000 B

N

4 Flashorer (105 2¢ 8h) /14 & 1000-100:590 100000

e Use your scroll wheel on your mouse to scroll to the Attachments section. Expand the
Attachments section by clicking on the +(plus) sign next to Attachments.

= Provider Organizlion et QReftesh | [(3ViewBISPEF | [3ViewSOU | [3 Invois Summary | w One StepBack | @Save as Draft | @ SubmitFor Approval

+F Basic Client Information
i1

+ Project Deails

+ Grant Allocation

= Invoice Line ltems

Budget Line
(OCAS CODE)
Funcion - Object Curent Line:
Agreement Line Desc. - Progaam OCAS Descrption i Req. UnitType: ApprovTotal A to Ivoice Invoiced  TotalInvoiced  Worksheet Budget Line Desc.
» Flashover (10s 2c 8h) 9/14 & 1000-100-5%0 1000-Personnel Services - Salanies-100-Perso... 100 §$1,00000 Caost Per Class $0.00 $1,000.00 $1,000.00 $1,000.00 $0.00 $0.00  Flashover (10s 2c 8h) 9114 &
» (] Widand Backfring Operafio.. 1000100590 1000-Personnel Senvices - Salaries-100-Perso... 100 525000 Cost Per Class 5000 525000 525000 525000 5000 5000 Widiand Backfiing Opstato.
» [] NMS300(16S1GT6H)91... 1000-100-590  1000-Personnel Senvces - Salaries-100-Perso... 100 585000 Cost Per Class 5000 35000 550,00 535000 5000 000 NINS 300 (165 1C 16 H) 91
» (] NMS400 (16s1c 16h)921-. 1000100590  1000-Persomnel Senvces - Salaries-100-Perso... 100 385000 Cost Per Class 5000 535000 5350.00 535000 5000 S0.00 IS 400 (165 1c 16h) 921

$0.00 $2,950.00 $2,950.00 $§2,960.00 $0.00 50.00

+ Atachments
+ Acknowledgements

QRefesh | [(3ViewBISPEF | (3 ViewSOU | [ Invoce Summary | w One Step Back || (@ Save as Drafl | @ SubmitFor Approval

NOTE: Refer to page 12 of the BIS Guidelines for invoicing requirements.

IMPORTANT: Invoice line items and attached supporting documents must match. All
attachments must be uploaded in one pdf.
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N
N
|

=

Click Browse to locate the files on your computer.
Select Upload and Save File to attach the file. A message box will say you have
successfully uploaded the file. Close this box.

N

FLA-Local Finance Coordinator

+ Basic Client Information

+ Project Details

+ Grant Allocation

+ Invoice Line ltems

= Attachments
Browse: BIOWSE... | i, Upload & Save file
Aftachment Note: ‘ \

Add note here for extenuating circumstances
related to the line items or attachments.

@ Activefinactivce file(s) | Download allfiles

File Name Detail Status

=+ Acknowledgements

Invoice Summary |« One Step Back = ) Save as Draft () Submit For Approval

2.5 - Go to the Acknowledgements tab by clicking on the +(plus) sign to expand this section.
Check the required acknowledgment box. Type an acknowledgment note in the box. Any
extenuating circumstances related to the line item or attachment should be added here with
detail. If you don’t have a note to add, type your initials, as this field is required. Then, click the
Submit for Approval button.

EDI- Local BIS Coordinator

=) [ Grants =+ Basic Client Information

& B Grant Process
= EDI Process
|©] EDI New Worksheet / Agr:
1«] EDI Manage Grant Works

EDI Invoice Process

< > + Invoice Line Items

=+ Project Details

+ Grant Allocation

+ Attachments

wledgements

/By checkingiinis box, | certify that the information provided is accurate and complete.

-Acknowledgemefl Note:*

(inherited size) v (inherited font) v Format vilsl===zE=

Add note here. If you do not have a note to add, =

type your initials. This field is required.

~
& Refresh | g View SOU | fg Invoice Summary | 1« One Step Back Save as Draft | (@ Submit For Approval
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NOTE: If you are not finished with the invoice, you can select Save as Draft and return at a
later time to make changes, then submit for approval.

2.5 — A message will pop-up to let you know that you have successfully submitted the invoice to
the next approval stage. Click OK.

Oklahoma Department of Career and Technology Education ; -

= [ Grants
& [ Grant Process
= P EDI Process

|6 EDI New Worksheet / Agr
I‘_.: EDI Manage Grant Works Successfully completed the current stage and going#0 next stage. Please wait ..
) ’
A

Grant Invoice

2.6 - Go to the Invoice Summary tab to print or save a pdf report of the claim you have
submitted.

FLA-Local Finance Coordinator v

FLA Grant Submit Invoice ~5iep 2

gl Invoice Summary || 1+ One Sifp Back | (D Save as Draft | @ Submit For Approval

= Provider Organization Details

Submit for
Approval

+ Basic Client Information

=+ Project Details

+ Grant Allocation

+ Invoice Line ltems
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2.7 - Click on the -symbol to download a pdf of your invoice summary.

EDI- Local BIS Coordinator v

Oklahoma Department of Career and Technology Education

= [Grants A A
© B Grant Process N
& WEDI Process Se
@ EDI New Worksheet / Agr
%] Ags Hel

& EDI Manage Grant Works
EDI Invoice Process

< > i
School Name: Sample Technology Center Client Name: Sample Company Name
Vendor Number: PO Number: 8000011234
Date of Request Submitted: 6/26/2017 3:13 PM First Submitted By: Denise Christy
Last Submitted On: 6/26/2017 3:13 PM Last Submitted By: Denise Christy
Fully Approved Date : Fully Approved By:
Fully Approver Role:
| bedsctuscocwipon  Unis UnitCom  UnitTypeCode Reguestem Total
Tech Supplies. 10.00 $250.00 Each $2,500.00
Firefighter Workbooks 1000 $15.00 Each $150.00
| Total tnvoiced $2,650.00
Compliance Acknovdedgements:

Yes  Denise Chisty $1825 M

adc

ED# Local B85 Coordinator - 15t New Process 6/26/2017 3:13 PM EDI-Local 815 Denise, Chisty@careertech ok gov. Densse Christy Approved
stage Coordinator

ED! Local 855 Director - 2nd €01~ Local BIS Director

Approval Stage

The invoice has been successfully submitted and will go to the EDI Local BIS Director.
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Changes to Invoices after Submitting for Approval

Invoice — Change Request

To make changes to an invoice after it has been submitted for approval, you will need to
do a change request in the invoice. Open the invoice to be changed using the steps
mentioned above in the Accessing the Invoice section. At the bottom right of the screen

(you may need to use the scroll bar at the bottom) click Change Request.

+ Grant Allocation

= Invoice Line ltems

Buoget Line
(OCAS CODE)

Function -

Object -

Program OCAS Description

TOUUTD 1090 TOUURSE ISt el SUpPPIES5 10-SeTE 3l SUpp-

1500-610-590  1500-General Supplies-610-General Suppl...
1500-610-590  1500-General Supplies-610-General Suppl...
1500-610-590  1500-General Supplies-610-General Suppl...
1500-610-590  1500-General Supplies-610-General Suppl...
1500-610-590  1500-General Supplies-610-General Suppl...
1500-610-590  1500-General Supplies-610-General Suppl...
1500-610-590  1500-General Supplies-610-General Suppl...
1500-610-590  1500-General Supplies-610-General Suppl...
1500-610-590  1500-General Supplies-610-General Suppl...
1500-610-590  1500-General Supplies-610-General Suppl...
<

+ Attachments

=+ Acknowledgements

Unit Cost

Req. Unit Type

Cost Per Hour

Cost Per Hour

Cost Per Hour

Cost Per Hour

Cost Per Hour

Cost Per Hour

Cost Per Hour

Cost Per Hour

Cost Per Each

Cost Per Hour

@ Refresh View BIS PEF | [3 View SOU Invoice Summary | 1 One Step Back

Matched
Funds Total
ey e

$0.00 $480.00
$0.00 $400.00
$0.00 $200.00
$0.00 $400.00
$0.00 $200.00
$0.00 $400.00
$0.00 $200.00
$0.00 $200.00
$0.00 $276.72
$0.00 $1,600.00

$0.00  $15,236.72

Initiating the change request will cancel the approval process. If you are sure you would

like to begin the Change Request click OK to confirm.

Change Request

You are going to cancel the approval process and initiating the change request process,

Are you sure?

Cancel m
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Invoice — Change Request

e Click the * next to the invoice line item you need to change to expand it. Then, click the Edit
button to make the changes.

NOTE: You can change the Units, Unit Cost, Req. Unit Type, and Matched Funds to change the
Total and Total to be Invoiced columns.

= |nvoice Line |tems

Budget Line
(OCAS CODE)
Function -
Object -

B Agreement Line Desc. Program OCAS Description

e _— —_———

1500-610-590

“ [ Monthly Safety Training - 2... 1500-General Supplies-610-General Suppl...

+ Add Invoice

Budget Line(OCAS CODE)
Is Active  Invoice Line Desc. Function - Object - Program

Active

Monthly Safety Training... | 1500-610-590

Active Monthly Safety Training... = 1500-610-590

e At this point, you can Save as Draft and come back to it later if necessary, or Submit for
Approval to send it to the next approval stage.

IMPORTANT: Changes to an Invoice can only be made by the EDI Local Coordinator. If an invoice is at the
final approval stage - ODCTE Finance Reviewer, a change request is no longer an option. If you need to

make a change at this stage, you must contact the ODCTE Finance Reviewer to request they reject the
invoice. Then, you can initiate the change request.

Changes for Invoices that Have Not Been Submitted for Approval

e If you need to make changes to an amount on an invoice that has already been created, but not
submitted for approval, go to the invoice by clicking on the Manage Invoices tab on the EDI
Grant Fund Invoices List screen and click on the Invoice Number in the Invoice column.

Grant Worksheet/Agreement/InvoiglList Manage Grant Invoices

Approval Function Type: * Al v
Filter on Status: * All v Q search
[¥) Export to Excel

New BAP Agreement Agreement

Invoice Provider Name Client Name Agreement Proces Agreement Submission Date Approval Stage Approval Status
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Invoice — Change Request

Click Next Step to get to the EDI Grant Submit Invoice- Step 2 screen.

b Reports

Jashboard DI Invoice Process X | INV-1819-EDI-EDI-TIP-434-16X111745-TICBT97ABODG X

EDI Grant Submit Invoice - Step 1

= Provider Organization Details

Fiscal Calendar Year * 20182019 o Grant Fund Type* Dl

Organization Type:* Tech Center Districts v Organization* Meridian Technology Center

Organization District" Meridian Technology Center v Program Initiative.* Economsc Devolopment - Training for Industry Programs (Typ. .+
Wworksheet No-* WS-1019-EDI-EDI-TIP-434-16X111745-FB15ECF 75043

Agreement No.* WSAG-1819-EDI-EDI- TIP-434-16X111745-DD198D78C50A

Invoice No:™ INV-1819-EDI-EDI-TIP-434-16X111745-79CBT97ABODE

# Basic Client Information

+Project Details

CRefresh | W Next Step

In the Budget Line section, click the Edit button. Make the changes to the Unit, Unit
Cost, and/or Req. Unit Type column to change the Total to be Invoiced column
amount. Click Update to complete the edit.

= Invoice Line ftems

| Flashover (10s 2c 8h) 914 & 1000-100-550 1000-Personnel Services - Salaries-100-Perso. 100 $1,00000  Cost Per Class 5000

Budgel Line
(OCAS CODE)

Funcion - Object Curert Line
N AgreementLine Desc - Program OCAS Description i Req Unit Typs Totl  ApprovTotal Al folnvoics Invoiced  TotalInvoiced Worsheet Budget Line Desc

$1,000.00 §1,000.00 $1,000.00 $0.00 5000 Flashover (10s2¢ 8h) 9114 & . o

+ Add Invoice

Budget Line(OCAS CODF,
Is Acive  Invoice Line Dest. Funchon - Object - Prg'iam Units Unit Cost Req. UnitType: Malched Funds ~ Total Total ToBe Invoiced ~ Dale OF Expense: Serial Number Local Reference

lashover (10s 2c &h) 91 1000-100-590

$1,000.00  Cost Per Class $1,000.00 $1,000.00

$1,000.00 $1,000.00

When you’ve made all the necessary changes, you can click Save as Draft, or Submit
for Approval.
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Invoice — Stage 2 — Local BIS Director

Local BIS Director

Accessing the Invoice

e Sign in at https://ctims.okcareertech.org/CTBDSWeb/ using your school email and
CTIMS password.

Sign in to your CareerTech CTIMS account.

Email:

careervech N
CTI MS Isrj;:;‘er:qmlo” Management 1 Remember me?

Forgot your password?

© 2015 - Use the Microsoft Infemnet Explorer Version 11 or higher. GTIS is currently not compatible with other brovsers.

IMPORTANT: Please log into CTIMS using Internet Explorer version 11or higher or
Microsoft Edge - CTIMS is currently not compatible with other browsers.

e Verify that you are signed in with the role of an EDI Local BIS Director in the top right-
hand corner. Use the drop-down arrow to select this role.

Wiedng Ly, January 15, 2020 113 PM | Heloher walkins @carestech ok gol o

gﬁﬁg’:}"’lﬂ Okahma Deparment ofCaeer nd Teehology Educzion

Okiahoma Degarimes of Career and Technology Fducafion

Shirt Name: O DEPT CAREER TECH

e Click the arrow ' » next to Grants on left navigation.

Wednesday, Januay 15, 2020 113 P Heloheni atins Beaeerech ok go A1

(01 —_— ca
T Okizhoma Lipe:maat of Career and Technology Education

Okiahoma Depariment of Caveer and Technology Educafion

O DEPT CAREER TECH
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Invoice — Stage 2 — Local BIS Director

e Click the arrow ' » next to Grant Process on left navigation.

EDI - Local BIS Director A

4| L Grants
» Ui Grant Process
» orts

Detais
RO s e o Livte e To0vesigs £ el s

MERIDIAN TECH

lzation Code 60XD16745

e Click the arrow * nextto EDI Process on left navigation.

4 [ Grants
4| 4 Grant Process

Delaiis

Cilahoma Depantment of Career and Techaokgy Education

ODCTE
Prganization Code MO S T Lt i ol Elelo?

Organization Type Tech Sites

. Select the EDI Invoice Process.

Dashboard | EDI Invoice Process X

b [ Organizations

EDI Grant Fund Invoices List

Wl Grant Process

# WMEDI Process iscal Calendar Year™ 2019.2020 + | Grant Fund Type:® DI .
] EDI New Worksnheet 1 Agr
| EDI Manage Grant Works yRgization Type:* Tech Center Districts + | Organization Enter the first three characters of any word that is included in -
EDI Invoice Process
b ation District* Program Initiative * _Select— .
WorksheeVAgreementinvoice List  Manage Gran! Invoices
Approval Function Type: * an -
Filter on Status: * A v O Search
R Export to Excel
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Invoice — Stage 2 — Local BIS Director

Opening the Invoice

Complete the EDI Grant Fund Invoices List form. The tagged numbers on the screenshot
correspond to the instruction steps below.

1. Verify Fiscal Calendar Year*.

Verify Grant Fund Type is set to EDI*.

Select your correct Organization Type from the drop-down menu. This should
default to Tech Center Districts.

Select your Organization by typing in the first three characters of the name.
Verify the Organization District*.

Select a Program Initiative*.

wmn

Approval Function Type will remain as All.

Filter on Status will remain as All.

Select the Search button to search for any outstanding invoices that need your
approval.

©ooN o0k

NOTE: A red asterisk (*) indicates a required field.

Dashboard | EDI Invoice Process X

EDI Grant Fund Invoices List

Fiscal Calendar Year* 1 19200 v GrantFundType* 2- @

Organization Type:* 3 ~  TechCenter Disticis v Organizaion* 4 = Enerthe first three characters of any word that s included in your organization name

Onganizafion Disirict* 5 _ Program Infiafive:* 6 | -Selet-

Grant ice List | Manage

Approval Function Type: * M v

7
Filter on Staus: * 8

- Al v QSearch -9
1 Exportto Bl

Workshest

New BAP Agreement Agreement ‘Submission Sub Award
Ivoice: Provider Name Clent Name Proce: Agreement Submission Dale Approval Stage Approval Stalus Worksheet Date Worksheet Stage ~ Warkshesf Status Alocaion

e Click on the Manage Grant Invoices tab.

Grant Worksheet/Agreement/Invoice List Manage Grant Invoices

Approval Function Type: * All

v

Filter on Status: * Al v O search

[® Export to Excel

BAP Agreement Agreement

Provider Name Client Name Agreement Proces Agreement Submission Date Approval Stage Approval Status
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e Click on the invoice number in the invoice column to choose the invoice to review and
approve.

Dashboard | EDI Invoice Process X

EDI Grant Fund Invoices List

Fiscal Calendar Year:* 20182019 , | Grant Fund Type:* EDI
Organization Type™* Tech Center Districis » | Organization™* Sample Technology Center
Organization District* Sample Technology Center - | Program Initiative: Economic Devolopment - Training for Industry Programs (Type.

Grant Workshee’Agreement/invoice List | Manage Grant Invoices

+ Save changes @ Cancel changes | [2) Export to Excel | € Refresh

Invoice
Last
4
Digit
BAP  Payme Reque
Status Proces Days Organization Client Name Program Initiative Invoice No. Invoice Submitted On Last Apj

» O Yes  Yes |0 Sample Technology Center | Sample Company Test Incorporated Economic Devolopment -... EDI-EDI-TIP-434-16X11 04/29/2019 15:11:31 EDI Locz
» O Yes Yes 0 | Sample Technslogy Center Sample Company Test Incorporated Economic Devolopmeni® | INV-1819-EDI-EDI-TIP-434-16X111 04/29/2019 00:00:00

INV-1819-EDI-EDI-TIP-434-16X111) 04/29/2019 00:00:00

» [ Yes Yes 0 Sample Technology Center | Sample Company Test Incorporated Economic Devolopmenty.

NOTE: To view an invoice approval summary, click on the * next to the invoice line you want
to view. This summary will allow you to see the approval status and approval notes. You can
also filter by the Current Approval Stage column (use the scroll bar to scroll to the right). Click
on the filter icon and type in your role. This will allow you to see only the invoices you have at
your approval stage.

EDI Grant Submit Invoice Step-1

1.1 - Review the information on the EDI Grant Submit Invoice Step-1 screen and click Next
Step.

W EDIinvoice Process X | INV-1819-EDI-EDI-TIP-434-16X111745-79CBT97ABOD6 X

EDI Grant Submit Invoice - Step 1

= Provider Organization Details

Fiscal Calendar Year * 2018-2019 + | Grant Fund Type* EDI
Organization Type:* Tech Center Disiricts v | Organization:* Sample Technology Center
Organization District Sample Technology Center v | Program Initiative * Economic Devolopment - Training for Industry Programs (Typ... v
Worksheet No-* WS-1819-EDI-EDI-TIP-434-16X111745-FB1SECF 75903

1 Agreement No-* WSAG-1819-EDI-EDI-TIP-434-16X111745-DD198D76C5DA

! Invoice No* INV-1819-ED1-EDI-TIP-434-16X111745-T9CBTI7ABODG

4 Basic Client Information

=)

& Refiesh | » Next Step >

—

+Project Details
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EDI Grant Submit Invoice Step-2

2.1 - Review and verify the information on the EDI Grant Submit Invoice Step-2 screen. You
can expand the sections by clicking on the +(plus) sign. Then view the invoice details by
clicking on the * next to the agreement line.

= Invoice Line Items

Budget Line

(OCAS CODE)

Function -

Object - Matched
M Agreement Line Desc. Program OCAS Description Units Unit Cost Req. Unit Type Funds Total  Approv Total

: 4! W Medic-First Aid (15S, 10H, . 159Q-600-590 1500-Supplies-600-Supplies-590-Client-Ba 200 $617.00 | Cost Per Class $0.00 $1,234.00 $1,234.00

Budget Line(OCAS CODE)
IsActive | Invoice Line Desc. Function - Object - Program Unit Cost

Req. Unit Type Matched Funds  Total Total To Be Invoiced  Date Of Expense:

Active Medic-First Aid (155, 101 1500-600-590

$355.50 Cost Per Class $355.50 $355.50

IMPORTANT: You must review the invoiced line items and attachments. Invoice line items and
attached supporting documents must match.

2.2 — Click Submit for Approval at the top or bottom of the screen. The invoice will now go to
the next approval stage.
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Local Finance Coordinator
Accessing the Invoice

e Sign in at https://ctims.okcareertech.org/CTBDSWeb/ using your school email and
CTIMS password.

Sign in to your CareerTech CTIMS account.

Email:

careervech N
CTI MS Isrj;:;‘er:qmlo” Management 1 Remember me?

Forgot your password?

© 2015 - Use the Microsoft Infemnet Explorer Version 11 or higher. GTIS is currently not compatible with other brovsers.

IMPORTANT: Please log into CTIMS using Internet Explorer version 11or higher or
Microsoft Edge - CTIMS is currently not compatible with other browsers.

e Verify that you are signed in with the role of an EDI Local Finance Coordinator in the
top right-hand corner. Use the drop-down arrow to select this role.

Toestay, January 2, 2020 12:00 PM | Hello ke walkins Beareertech ok g0 L 4]

OMahoma Depariment of Career and Technology Educalion

Short Name: 0K DEPT CAREER TECH

Organicaion Cade 0000000

e Click the arrow * next to Grants on left navigation.

Toeatay,deuary 2, 2020 1200 PM | Helo ke watins Geareetech ok o 4

o e
g;’sfﬁgl‘(‘h o Oiahoma Department of Caresr and Technology Educafion

OMahoma Depariment of Career and Technology Educalion

OK DEFT CAREER TECH

60000000
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Invoice — Stage 3 — Local Finance Coordinator

e Click the arrow ' » next to Grant Process on left navigation.

4 ({1 Grants

» L Grant Process

Delalls

Ofiahoma Department of Career and Technology Education

OV NEDTCADCEDTECL

e Click the arrow * nextto EDI Process on left navigation.

4. Granis
4 Grank Process
¥y EDI Process

Ohfshona Degariment ofCaree and Techncogy Eucaon
(0K DEPT CAREER TECH
0]
J—
. Select the EDI Invoice Process.
4 |, Grant Process
4 [ EDI Process
< ED Manage Gran o Name OMahioma Deparment of Career and Techaclogy Educaion
s D lmvckce Process Sutlane e —
Organizion Code 50000000
o Type OOCTE Distict
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Opening the Invoice

Complete the EDI Grant Fund Invoices List form. The tagged numbers on the screenshot
correspond to the instruction steps below.

1. Verify Fiscal Calendar Year*.

Verify Grant Fund Type is set to EDI*.

Select your correct Organization Type from the drop-down menu. This should
default to Tech Center Districts.

Select your Organization by typing in the first three characters of the name.
Verify the Organization District*.

Select a Program Initiative*.

wmn

Approval Function Type will remain as All.

Filter on Status will remain as All.

Select the Search button to search for any outstanding invoices that need your
approval.

©ooN o0k

NOTE: A red asterisk (*) indicates a required field.

Dashooard | EDI Invoice Process X

EDI Grant Fund Invoices List

Fieal Caenda Vear* 1- mem o GantFund Ty T m
Orgarizaton Type:* 3- Tech Cente Ditics v Onganizaion* 4 - Enterhe fst e characters of any word that s incuded inyour organizaton nae:
Organizafion Disfrict* 5 - Program Inifafve:* 6 T Sete
Grant jee List | Manage
Approval Function Type: * 7 - .
Fiter on $taius: * 8 T v Qs 9
D Exportto Excel
Worksheet
Wew BAP Agreement Agreement Submission Sub Award
Invoice Provider Name Clent Name Agreement Proce: Agreement Submission Dale: Approval Stage Approval Status. Worksheet Date WorksheetStage  ~ Worksheet Status Alocaton

e Click on the Manage Grant Invoices tab.

N\

Grant Worksheet/Agreement/Invoigt List Manage Grant Invoices

R

Approval Function Type: *

v

Filter on Status: * v O search

[® Export to Excel

BAP Agreement Agreement

Provider Name Client Name Agreement Proces Agreement Submission Date Approval Stage Approval Status
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e Click on the invoice number in the Invoice column to choose the invoice to review and
approve.

Dashboard | EDI Invoice Process X

EDI Grant Fund Invoices List

Fiscal Calendar Year:* 20182019 , | Grant Fund Type:* EDI
Organization Type™* Tech Center Districis » | Organization™* Sample Technology Center
Organization District* Sample Technology Center - | Program Initiative: Economic Devolopment - Training for Industry Programs (Type.

Grant Workshee’Agreement/invoice List | Manage Grant Invoices

+ Save changes @ Cancel changes | [2) Export to Excel | € Refresh

Invoice
Last
4
Digit
BAP  Payme Reque
Status Proces Days Organization Client Name Program Initiative Invoice No. Invoice Submitted On Last Apj

» O Yes  Yes |0 Sample Technology Center | Sample Company Test Incorporated Economic Devolopment -... EDI-EDI-TIP-434-16X11 04/29/2019 15:11:31 EDI Locz
» O Yes Yes 0 | Sample Technslogy Center Sample Company Test Incorporated Economic Devolopmeni® | INV-1819-EDI-EDI-TIP-434-16X111 04/29/2019 00:00:00

INV-1819-EDI-EDI-TIP-434-16X111) 04/29/2019 00:00:00

» [ Yes Yes 0 Sample Technology Center | Sample Company Test Incorporated Economic Devolopmenty.

NOTE: To view an invoice approval summary, click on the * next to the invoice line you want
to view. This summary will allow you to see the approval status and approval notes. You can
also filter by the Current Approval Stage column (use the scroll bar to scroll to the right). Click
on the filter icon and type in your role. This will allow you to see only the invoices you have at
your approval stage.

EDI Grant Submit Invoice Step-1

1.1 - Review the information on the EDI Grant Submit Invoice Step-1 screen and click Next
Step.

W EDIinvoice Process X | INV-1819-EDI-EDI-TIP-434-16X111745-79CBT97ABOD6 X

EDI Grant Submit Invoice - Step 1

= Provider Organization Details

Fiscal Calendar Year * 2018-2019 + | Grant Fund Type* EDI
Organization Type:* Tech Center Disiricts v | Organization:* Sample Technology Center
Organization District Sample Technology Center v | Program Initiative * Economic Devolopment - Training for Industry Programs (Typ... v
Worksheet No-* WS-1819-EDI-EDI-TIP-434-16X111745-FB1SECF 75903

1 Agreement No-* WSAG-1819-EDI-EDI-TIP-434-16X111745-DD198D76C5DA

! Invoice No* INV-1819-ED1-EDI-TIP-434-16X111745-T9CBTI7ABODG

4 Basic Client Information

=)

& Refiesh | » Next Step >

—

+Project Details
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EDI Grant Submit Invoice Step-2

2.1 - Review the information on the EDI Grant Submit Invoice Step-2 screen. You can expand
the sections by clicking on the +(plus) sign. Then view the invoice details by clicking on the *
next to the agreement line.

= Invoice Line Items

Budget Line
(OCAS CODE)
Function -
Object -
" hgreement Line Desc. Program OCAS Description

Matched
Unit Cost Req. Unit Type Funds Total  Approv Total

$617.00 | Cost Per Class $0.00 $1,234.00 $1,234.00

{41 @  Medic-First Aid (155, 10H,... | 1500@0-590  1500-Supplies-600-Supplies-530-Client-Ba..

,udget Line(OCAS CODE)

Function - Object - Program Unit Cost Req. Unit Type Matched Funds  Total Total To Be Invoiced  Date Of Expense:

Invoice Line Desc.

- 1500-600-590 $355.50 Cost Per Class $355.50 $355.50

IMPORTANT: You must review the invoiced line items and attachments. Invoice line items and
attached supporting documents must match.

2.2 — Click Submit for Approval at the top or bottom of the screen. The invoice will now go to
the next approval stage.

108 |Page



Invoice — Stage 4 — State Regional Coordinator

State Regional Coordinator
Accessing the Invoice

e Sign in at https://ctims.okcareertech.org/CTBDSWeb/ using your school email and
CTIMS password.

Sign in to your CareerTech CTIMS account.

Email:

careervech f—
CTI MS g;f;:;ver:'\n:mon Management " Remember me?

Forgot your password?

2013 - Use the Microsoft Infemet Explorer Version 11 or higher. GTIMS is currently not compatible with other browisers.

IMPORTANT: Please log into CTIMS using Internet Explorer version 11or higher or
Microsoft Edge - CTIMS is currently not compatible with other browsers.

e Verify that you are signed in with the role of EDI State Regional Coordinator in the top
right-hand corner. Use the drop-down arrow to select this role.

-
! N
EDI- State Reglonal Coordinator v

A

1 o
ggﬁg’ WO ma epartnentof Gt an Tenong Eucaion
Syctem -

v Bomns Dasfioard
» {1Reporis

—
Oktahoma Department of Career and Technology Education

OK DEPT CAREER TECH

i
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e Click the arrow ' » next to Grants on left navigation.

AT v
{‘tT?III\}I;”“lt'l("‘"" _ OKiahoma Deestment of Career and Technalogy Educaton

- : —_—
) ! |
EDI- State Regional Covrdnator v

Details
Okdahoma Department of Career and Technology Education

OK DEPT CAREER TECH

e Click the arrow ' » next to Grant Process on left navigation.

4/ [ Grans

» i Grant Process
Defails

Okdahoma Department of Career and Technology Education

OV DEDT CADCEDTECL

e Click the arrow * nextto EDI Process on left navigation.

4 4 Grant Process
+
& EDN Mew Workshest/ Aeemeni Flow | Name

Okiahoma Depariment of Career and Technokogy Educafion
L N Merage G WarStestiogeem | g0 OKDEPT CAREER TECH
5 N vk Process
| Admin WorkshesiAgreement Ongarizaion Code
4 i vic: Summary Ongarzaion Type ODCTE Destict
. Repors
I & gl e
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Opening the Invoice

Complete the EDI Grant Fund Invoices List form. The tagged numbers on the screenshot
correspond to the instruction steps below.

1. Verify Fiscal Calendar Year*.

Verify Grant Fund Type is set to EDI*.

Select your correct Organization Type from the drop-down menu. This should
default to Tech Center Districts.

Select your Organization by typing in the first three characters of the name.
Verify the Organization District*.

Select a Program Initiative*.

wmn

Approval Function Type will remain as All.

Filter on Status will remain as All.

Select the Search button to search for any outstanding invoices that need your
approval.

©ooN o0k

NOTE: A red asterisk (*) indicates a required field.

Dashooard | EDI Invoice Process X

EDI Grant Fund Invoices List

Fieal Caenda Vear* 1- mem o GantFund Ty T m
Orgarizaton Type:* 3- Tech Cente Ditics v Onganizaion* 4 - Enterhe fst e characters of any word that s incuded inyour organizaton nae:
Organizafion Disfrict* 5 - Program Inifafve:* 6 T Sete
Grant jee List | Manage
Approval Function Type: * 7 - .
Fiter on $taius: * 8 T v Qs 9
D Exportto Excel
Worksheet
Wew BAP Agreement Agreement Submission Sub Award
Invoice Provider Name Clent Name Agreement Proce: Agreement Submission Dale: Approval Stage Approval Status. Worksheet Date WorksheetStage  ~ Worksheet Status Alocaton

e Click on the Manage Grant Invoices tab.

N\

Grant Worksheet/Agreement/Invoigt List Manage Grant Invoices

Approval Function Type: *

v

Filter on Status: * v O search

[® Export to Excel

BAP Agreement Agreement
Provider Name Client Name Agreement Proces Agreement Submission Date Approval Stage Approval Status
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e Click on the invoice number in the invoice column to choose the invoice to review and
approve.

Dashboard | EDI Invoice Process X

EDI Grant Fund Invoices List

Fiscal Calendar Year:* 20182019 , | Grant Fund Type:* EDI
Organization Type™* Tech Center Districis » | Organization™* Sample Technology Center
Organization District* Sample Technology Center - | Program Initiative: Economic Devolopment - Training for Industry Programs (Type.

Grant Workshee’Agreement/invoice List | Manage Grant Invoices

+ Save changes @ Cancel changes | [2) Export to Excel | € Refresh

Invoice
Last
4
Digit
BAP  Payme Reque
Status Proces Days Organization Client Name Program Initiative Invoice No. Invoice Submitted On Last Apj

» O Yes  Yes |0 Sample Technology Center | Sample Company Test Incorporated Economic Devolopment -... EDI-EDI-TIP-434-16X11 04/29/2019 15:11:31 EDI Locz
» O Yes Yes 0 | Sample Technslogy Center Sample Company Test Incorporated Economic Devolopmeni® | INV-1819-EDI-EDI-TIP-434-16X111 04/29/2019 00:00:00

INV-1819-EDI-EDI-TIP-434-16X111) 04/29/2019 00:00:00

» [ Yes Yes 0 Sample Technology Center | Sample Company Test Incorporated Economic Devolopmenty.

NOTE: To view an invoice approval summary, click on the * next to the invoice line you want
to view. This summary will allow you to see the approval status and approval notes. You can
also filter by the Current Approval Stage column (use the scroll bar to scroll to the right). Click
on the filter icon and type in your role. This will allow you to see only the invoices you have at
your approval stage.

EDI Grant Submit Invoice Step-1

1.1 - Review the information on the EDI Grant Submit Invoice Step-1 screen and click Next
Step.

W EDIinvoice Process X | INV-1819-EDI-EDI-TIP-434-16X111745-79CBT97ABOD6 X

EDI Grant Submit Invoice - Step 1

= Provider Organization Details

Fiscal Calendar Year * 2018-2019 + | Grant Fund Type* EDI
Organization Type:* Tech Center Disiricts v | Organization:* Sample Technology Center
Organization District Sample Technology Center v | Program Initiative * Economic Devolopment - Training for Industry Programs (Typ... v
Worksheet No-* WS-1819-EDI-EDI-TIP-434-16X111745-FB1SECF 75903

1 Agreement No-* WSAG-1819-EDI-EDI-TIP-434-16X111745-DD198D76C5DA

! Invoice No* INV-1819-ED1-EDI-TIP-434-16X111745-T9CBTI7ABODG

4 Basic Client Information

=)

& Refiesh | » Next Step >

—

+Project Details
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EDI Grant Submit Invoice Step-2

2.1 - Review the information on the EDI Grant Submit Invoice Step-2 screen. You can expand
the sections by clicking on the +(plus) sign. Then view the invoice details by clicking on the *
next to the agreement line.

= Invoice Line Items

Budget Line
(OCAS CODE)
Function -
Object -
" hgreement Line Desc. Program OCAS Description

Matched
Unit Cost Req. Unit Type Funds Total  Approv Total

$617.00 | Cost Per Class $0.00 $1,234.00 $1,234.00

{41 @  Medic-First Aid (155, 10H,... | 1500@0-590  1500-Supplies-600-Supplies-530-Client-Ba..

,udget Line(OCAS CODE)

Function - Object - Program Unit Cost Req. Unit Type Matched Funds  Total Total To Be Invoiced  Date Of Expense:

Invoice Line Desc.

- 1500-600-590 $355.50 Cost Per Class $355.50 $355.50

IMPORTANT: You must review the invoiced line items and attachments. Invoice line items and
attached supporting documents must match.

2.2 — Click Submit for Approval at the top or bottom of the screen. The invoice will now go to
the next approval stage.
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State Requisition Coordinator
Accessing the Invoice

e Sign in at https://ctims.okcareertech.org/CTBDSWeb/ using your school email and
CTIMS password.

Sign in to your CareerTech CTIMS account.

Email:

careervech f—
CTI MS Isr;f;:;ver:'\nahon Management " Remember me?

Forgot your password?

2013 - Use the Microsoft Infemet Explorer Version 11 or higher. GTIMS is currently not compatible with other browisers.

IMPORTANT: Please log into CTIMS using Internet Explorer version 11or higher or
Microsoft Edge - CTIMS is currently not compatible with other browsers.

e Verify that you are signed in with the role of an EDI State Requisition Coordinator in
the top right-hand corner. Use the drop-down arrow to select this role.

V0esday, January 21, 2020 1200 P | Fe80 Ko Wamnsi@areesech L g & |

» -
g;ﬁg{: ?('Ih‘_” Okdahoma Department of Career and Technology Education

‘Obtahoma Department of Career and Tectmalogy Educaien
OK DEPT CAREER TECH
6000000

Ocgarizzon Type: ‘ODCTE Distict

e Click the arrow ' * next to Grants on left navigation.

::]"ﬁ; L'?{‘.h, Ot DegarmentofCaee v Tty Edcalon

Obfaoma Depanent o Ceer and Techoclogy Educaien
OK DEFTCAREER TECH

U000

QDCTE Distid
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e Click the arrow ' » next to Grant Process on left navigation.

4! |{1Grants

» L Grant Process
Detalls

Ofiahoma Department of Career and Technology Education

OV NEDTCADCEDTECL

e Click the arrow * nextto EDI Process on left navigation.

4 | Grant Process
+ |
5 DN Mew Worksheet/ Ageemesi Fow | Name

Okizhoma Depariment of Career and Technokogy Eduzaion
o EDI Manage Grant WorkSheeis/Agreem) ShodName (0K DEPT CAREER TECH
2 ETN I Progess
1 N G i Wt | O Cae i
6 ETN Grant Adrmin Ivoice Summary (ODCTE Dishrict
Actie.
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Opening the Invoice

Complete the EDI Grant Fund Invoices List form. The tagged numbers on the screenshot
correspond to the instruction steps below.

el el

el S

Verify Fiscal Calendar Year.
Verify Grant Fund Type is set to EDI.
Select the Program Initiative from the drop-down menu, or click the box for All.

Select your Organization Type selecting from the drop-down menu, or click the box
for All.

Choose the Organization or click the box for All.

Approval Function Type will remain as All.
Filter on Status will remain as All.

Select the Search button to search for invoices that need your approval.

Dasflooard  EDI Grant Admin Invoice Summary %

Fiscal Calendar Year

Program Inizve: CAll*

Organizafion:

EDI Admin Grant Fund Invoices List

1 - e | Grant Fund Type:* 2 - B ¥
3 _ S v Organization Type: CJAN* 4 — Tech Center Disticts v
5 = | Search Organizafions Ol

Grant WorksheetAgreementinvaice List |~ Manage Grant Invaices

Approval Function Type: *

Filter on Status:

[ Export o Excel

New

Invoice Provider Name:

6- 4 '
7- 4 v sm - 8

Agreement Worksheet Worksheg! Fuly

BAP  Submission Subission SubAward ~ Worksheet Req Ageemet  Appioved Agreemer
Client Name: Procet Date Agreement Stage ~ Worishes! Date Workshegt Stage Mocafion  Budgefed  Budgeled  Budgeted Invoiced ~ Unbudge
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e Click on the Manage Grant Invoices tab.

Grant Worksheet/Agreement ice List Manage Grant Invoices

Approval Function Typ&,* All N

Filter on Status: All v  Q Search

[¥) Export to Excel

BAP Agreement Agreement
Agreement Proces Agreement Submission Date Approval Stage Approval Stalus

Provider Name Client Name

e Click on the invoice number in the invoice column to choose the invoice to review and
approve.

Dashboard | EDI Invoice Process X

EDI Grant Fund Invoices List

Fiscal Calendar Year:* 20182019 , | Grant Fund Type:* EDI
Organization Type™* Tech Center Districis » | Organization™* Sample Technology Center
Organization District™ Sample Technalogy Center - | Program initiative: Economic Devolopment - Training for Industry Programs (Type.

Grant Workshee’Agreement/invoice List | Manage Grant Invoices

+ Save changes @ Cancel changes | @ Export to Excel | Cy Refresh

Invoice
Last
4

Digit
Reque
No.  Invoice Submitted On Last Ap

BAP  Payme
Status Proces Days Organization Client Name Program Intiative: Invoice

» O Yes Yes |0 Sample Technology Center | Sample Company Test Incorporated Economic Devolopment - INV-1819-EDI-EDI-TIP-434-16X111745-25 1398 | 04/29/2019 15:11:31 EDI Locz

16 04/29/2019 00:00:00

» O Yes Yes |0 Sample Technology Center | Sample Company Test Incorporated Economic Devolopment - ~1819-EDI-EDI-TIP-434-16X111745-C

04/29/2019 00:00:00

INV-1819-EDI-EDI-TIP-434-16X111

» O Yes Yes 0 Sample Technology Center | Sample Company Test Incorporated Economic Devolopmen-..

NOTE: To view an invoice approval summary, click on the * next to the invoice line you want
to view. This summary will allow you to see the approval status and approval notes. You can
also filter by the Current Approval Stage column (use the scroll bar to scroll to the right). Click
on the filter icon and type in your role. This will allow you to see only the invoices you have at
your approval stage.
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EDI Grant Submit Invoice Step-1

1.1 - Review the information on the EDI Grant Submit Invoice Step-1 screen and click Next
Step.

« Dorans Jashboard  EDIInvoice Process X | INV-1819-EDI-EDI-TIP-434-16X111745-79CB797AB0DS X

EDI Grant Submit Invoice - Step 1

= Provider Organization Details

Fiscal Calendar Year * 20182019 + | Grant Fund Type* EDI .
Organization Type* Tech Cender Districts » Organization: Sample Technology Center A
Organization District* Sample Technology Center v | Program Initiative * Economic Devolopment - Training for Industry Programs (Typ... v
Worksheet No* WS-1019-EDI-EDI-TIP-434-16X111745-FB15ECF 75043

1 Agreement No-* WSAG-1819-EDI-EDITIP-434-16X111745-DD198DTBCDA

! Invoice No:* INV-1819-EDI-EDI-TIP-434-16X111745-T9CBTO7ABODG

4 Basic Client Information

+Project Details

=

G Refresh | » Next Step

—

EDI Grant Submit Invoice Step-2

2.1 - Review the information on the EDI Grant Submit Invoice Step-2 screen. You can expand
the sections by clicking on the +(plus) sign. Then view the invoice details by clicking on the *
next to the agreement line.

= Invoice Line Items

Budget Line

(OCAS CODE)

Function -

Object - Matched
=" Agreement Line Desc. Program OCAS Description Units Unit Cost Req. Unit Type Funds Total  Approv Total

:A ¥ = Medic-First Aid (158, 10H,.. 1500-9g0-590 1500-Supplies-600-Supplies-590-Client-Ba.. 2.00 $617.00 | Cost Per Class $0.00 $1,234.00 $1,234.00

sudget Line(OCAS CODE)
Invoice Line Desc. Function - Object - Program Unit Cost

Req. Unit Type Malched Funds  Total Total To Be Invoiced  Dale OT Expense:

- 1500-600-590 1.00 $355.50 Cost Per Class $0.00 $355.50 $355.50

2.2 — Verify the invoice information and print the documentation to deliver to the finance
department.

e Click on the Invoice Summary button at the top or bottom of the screen.

Dashboard  EDI Grant Admin Invoice Summary % INV-1920-EDI-EDI-SAFETY-448-19X111745-237E236D0BBD X

EDI Grant Submit Invoice - Step 2
O Refresh || [

= Provider Organization Details
i

+ Basic Client Information

+ Project Details
i

+ Grant Allocation
i

= Invoice Line ftems

Budget Line:
(OCAS CODE)
Function -

- Maiched Avito  CurmentLine T
W Agreement Line Desc. Program OCAS Description Units Unit Cast Req Unil Type Funds Told  Approv Tolal Invoice: Invoiced Invoi

» (7 Adult Mankn with Mon MSk | 2670-850-530  2670-Durable Suppiies-650-Durable Supplie... 200 $129.66 Cost Per Fach 50.00 §259.32 5259.32 50.00 325032 $25¢
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e To print, click on the save icon =% above the summary. Export to a pdf to print.

e Download the attachments by expanding the Attachments section, then clicking the
Download all files button.

= Provider Organization Detalls G Refresn | [ View BIS PEF || [ View SOU | [3 Invice Summary || 1« One Step Back

+ Basic Client Information
= Project Details

+ Grant Allocation

+ Invoice Line ltems.

= Attachments

Browse: Brovise. Upload & Save file

- ——

@ Activelnactive fles) || @ Delete fie(s) | Download all fles

0 s e ————— e e (o E—

IMPORTANT: You must review the invoiced line items and attachments. Invoice line items and
attached supporting documents must match.

2.3 — Click Submit for Approval at the top or bottom of the screen. Deliver the
documentation to Finance. The invoice will now go to the ODCTE Finance Reviewer .
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Printing a PEF

Printing a PEF

o Verify that you are signed in with the role of Tech Center BIS Submitter. In the top
right corner. Use the drop-down arrow to select this role.

careervech

CTIMS ‘:;‘f;’-"f“" Managemart Tech Center BIS Subitier

¥ | Organizations
+ | Enrollment
¥ |]Reports
Name Oklahoma Depariment of Career and Technalogy Educafion

Short Name: OKDEPT CAREER TECH

Organizafion Code 60000000

e Click the arrow * next to Reports on left navigation.

Tech Center BIS Submitter

Oklahoma Department of Career and Technology Education

OK DEPT CAREER TECH

60I000000

Tech Center BIS Submitter

7 Reports
» s Enrolment Reports Name

Okahoma Depariment of Career and Technology Educafion

OK DEPT CAREER TECH

b Repts Short Name

Organizafion Code 60i000000

e Click the arrow » nextto BIS Tech Center Enrollment on left navigation

careervech

Dashboard

» [ Organizations
v 1) Enrolment
1 ['ga

Oklahoma Department of Career and Technology Educafion

Name

4 s Enroliment Reports

¥ BIS Tech Center Enrollment: Short Name OK DEPT CAREER TECH
Organizafion Code 601000000
ODCTE District

Organizafion Type
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e Select BIS Tech Center User on the left navigation.

e

careeryee

CWg=

¥ |} Organizafions
¥ L) Envollment
« [} Reports

4 | Enrolippi s Name: Okiahoma Depariment of Career and Technology Education
4 IS Tech Center Enrolment: Short Name: OKDEPT CAREER TECH
6 BIS Tech Center User
i Pup Organization Code 60000000
Leragizaion Tina ONCTE Nistict

e On the Report Generation screen, in the Organization field, type the first three letters
of your school name. Then, choose your campus from the drop-down.
e Choose the School Calendar Year.

Dashboard  BIS Tech Center User X

Report Generation

Report Module* Enrolment Ganizafion Type Tech Sits

Report Groups* BIS Tech Center User Reporls v | Organization* Please enter 3 characlers _ )
Report Name* BIS Contract Alocation Summary School Calendar Year* ~ Please Select - _

9 View Repo

e In the Report Name field, choose the Multiple BIS PEF report from the drop-down.

Dashboard BIS Tech Center User

Report Generation
Report Module® Enrollment v | Organization Type*
Report Groups* BIS Tech Center User Reports v | Organization*

BIS Enrollment Detail by Campus
BIS Performance Data Verification
BIS Summary by Campus
[Fiultiple BIS PEF
Tech Center BIS Cou Student File Upload Summary

Report Name* S PEF » | School Calendar Year*
BIS Contract Allocation Summary \ S .
BIS Course File VS Mo of Studenis
J
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e Click the View Report button.

Dashboard | BIS Tech Center User X

Report Generation

Report Module* Enrollment v Organization Type* Tech Sites
Report Groups* BIS Tech Center User Reports v Organizaion® Please enter 3 characters
Report Name* Mulipe BIS PEF »  Sthoal eart ~ Please Select -

@ View Report

o A list of the PEFs will populate the field below. In the search field in the tan bar above
the report, type in the contract number for the PEF you wish to print. Click Find.

E’v Ve Technolgl
PEF SEN

Sample Course Name Sample Teacher

75 - Faility Usage

e The contract number you are searching for will be highlighted in blue.

e Click the highlighted contract number to open the PEF. The PEF will display.
e To print the PEF, click on the save icon |« - on the tan bar above the PEF and choose
PDF from the drop-down to save to your computer and print.

b IN COURSE FILE: 1
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e The PEF will contain the information for the training: contract number, the name of the
training, program type, beginning and end date, course hours, number of students
enrolled, and the list of students with student details.

Example:
BIS CONTRACT INFORMATION
HO001
Sample Course Name
PROG TYPE: 75 MIS CODE: 3501
BEG DATE: 20190926 END DATE: 20190926
COURSE HRS: 2.00 STUDENTS ENROLLED: 1
STUDENTS IN COURSE FILE: 1
FIRST NAME LAST NAME | GENDER | AGE | RACE |CLOCK HRS INDUSTRY
Sample Student | Sample Student F 38 03 2.00 Sample Organization
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Business Codes

Reqguesting a New Business Code

e Sign in at https://ctims.okcareertech.org/CTBDSWeb/ using your school email and

CTIMS password.
Sign in to your CareerTech CTIMS account.
careervech e
CTI MS Isr;f;:;ver:"ahor’\ Management C Rememberme?
TR

Forgot your password?

© 2015 - Use the Microsoft Infemnet Explorer Version 11 or higher. GTIS is currently not compatible with other brovsers.

IMPORTANT: Please log into CTIMS using Internet Explorer version 11or higher or
Microsoft Edge - CTIMS is currently not compatible with other browsers.

e Verify that you are signed in with the role of an EDI Local Coordinator in the top right-
hand corner. Use the drop-down arrow to select this role.

Oklanoma Department of Career and Iechnology Education 1

EDI - Local Coordinator v

» [[10rganizations Dashboard
v [OGrants -

Details

e Click the arrow * next to Organizations on left navigation.

EDI - Local Coordinator N

Oklahoma Department of Career and Technology Education

EDI - Lacal Coordinator -

Okiahoma Department of Career and Technology Education
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e Select Request New Business Code or View Business Master.

Oklahom< Uepartment of Career and Technology Setucation J J
D

Oktahoma Department of Career and Technology Education

Short Name OK DEPT CAREER TECH

Grganization Cade 601000000

NOTE: Search the Business Master before requesting a new business code to verify that the
business does not already have a code in CTIMS. To search for an existing business record, in the
field next to Business Name, type in the name of the business. Then click Search. If the business
does not populate in the window below, proceed with requesting a new code.

Oklahoma Department of Career and Technology Education e e TS

yashboard  Request New Business Code or View Business Master X

« [ Busiess Master

[ Request New Business Code of View Business Mastet Business Master Request Summary

School Type * Lshles .
®Find Existing Business CView Requests
v Enter search text %

[ Export o Excel | + New Business Request

usiness Master Name
Physical Address Matling Address

Dashboard  Request New Business Code of View Business Master X

Business Master Request Summary

School Type * Tech Sites.

‘®Find Existing Business _ View Requests

Business Name Er——

(2 Export to icel  + New Business Reques

FEI DUNS Business
Number Number Type

¢ In the box beside Business Name, enter the name of the business. The business name
must be unique. If the business is a chain, or the name already exists, you will need to
add a unique identifier, such as a town name or store number to define it; for example,
Shelter Insurance — Joe Smith Agency.

e Click Save & Next. You will be directed to a new screen.
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Oklahoma Department of Career and Technology Education

Business Master

|2 I3 Organizations Dashboard Request New Business Code or View Business Master X Business Masfer X

Bl (L Organization Mapping Request New Business Code or View Business Master
(& & Business Master
Request New Business Calendar Year* 2017-2018
‘Organization Type* Business Masters
‘ Business Name* Denise's Business 3 A
& Reset | W Back Business Master Sumﬁ @ Save & Next
| \

Enter the following for the new business:

e The Primary NAICS Code is a drop down menu where you can select the appropriate
NAICS code by clicking on the down arrow and scrolling to select a code. You can also type
in the NAICS number or a title keyword in the drop down box (not the gray box on top of the
drop down box).

e Enter the FEI Number and DUNS Number, if applicable.

e If the NAICS code begins with a 92, you must select the Business Type (City Business,
County Business, State Business, or Federal Business.)

e Complete the Physical and Mailing addresses. The Physical address is mandatory. Enter
the mailing address if it is different than the physical address. When information is entered
in the address fields, a red triangle will appear in the upper left corner of the box. This does
not mean there is an error, only that data has been entered in the field.

e To clear the form and start over, click on the Refresh button.

e Click Submit for Approval. If you are missing any data elements, you will receive an error
message when you try to submit. Correct the errors and resubmit.

Dashboard Request New Business Code or View Business Master X Business Master X

Request New Business Code or View Business Master

BusinessCode  geses

i Denise Business Test
rimary NAICS Code*
(519130) Internet Publishing and Broadcasting and Web Sez
(Note: Enter Number or Name)

DUNS Number mber

Business Type Required for NAISC code starting with 92*
City i County il State il Federal Business

" v v 4
Physical* 1500 W Tth Ave Stillwater Oklahoma T4074-4364

- r r -
Mailing 1500 w 7th Ave Stillwater Oklahoma T4074-4364

—
) () Submit For Approval = ¢ Refresh |
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You should now see a Successfully Submitted message popup. Click the OK button. Your
request has now been successfully submitted for review. Click on the % on the Business
Master tab to close this screen.

Dashboard Request New Business Code or View Business Master % Business Master X

Business

Successfully submitted.

You will receive an email from CTIMS@careertech.ok.gov indicating that your request was
successfully submitted. No additional action is required from you at this point.

The Information Management Division staff will review the request. You will receive
another email indicating that the request was approved or rejected. See below for examples
of these emails. If the request is approved the Business Code will be on the first line of the e-
mail.

FW: LOCAL-85-New Business Master - Action Required

From: ctims@careertech.ok.gov [mailto:ctims@careertech.ok.gov]
Sent: Friday, March 23, 2018 9:15 AM

To:

Cc:
Subject:

Business Code: 41397

iness Name: TEST CAROL
Approv: ge
Approver School Name: Oklahoma Department of Career and Technology Education
Approver Name: Hall Carol

Approval Status: Submitted successfully

Approval Process Note: Approved
2nd Stage Approval email

If action is required by your role, click the URL to access the CTIMS application: https://ctims.okcareertech.org/CTBDSWeb

(Note: You must use Internet Explorer version 11.0 or higher)

For assistance, contact us at ctimssupport(@carcertech.ok.gov

Thank you,

CareerTech Information Management Division

If your Business Code request is rejected, you will get an email stating that your Approval
Status is rejected. The reason for the rejection will be listed in the Approval Process Note
in the rejection email. See instructions for the Change Request process to make corrections
and resubmit your request.
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FW: LOCAL-85-New Business Master - Action Required - Pending

From: ctims@careertech.ok.gov [mailto:ctims@careertech.ok.gov]
Sent: Friday, March 23, 2018 9:14 AM

To:

Ca

Subiect: LOCAL-85-New Business Master - Action Required - Pending

Business Name: Denise Business Request Test #6
Approval Stage: F;
Approy ol Name: Oklahoma Departmix
over Name: Hall Carol

Approval Status: Rejected

1 and Technology Education

Approval Process Note: The NAICS code 1s incorrect.
Action Required Details

Stage: Business Submitter
Next
Approval Status:

2nd Stage Reject email

If action is required by your role, click the URL to access the CTIMS application: https:/ctims.okcareertech.org/CTBDSWeb

(Note: You must use Internet Explorer version 11.0 or higher)

For assistance, contact us at ctimssupport(@careertech.ok.gov
Thank you,

CareerTech Information Management Division

Business Code Change Request

If changes need to be made after submitting a Business Code request, but before it is fully
approved, or if your request is rejected, you will need to go through the change request process
to make changes.

e Select the View Requests radio button. To see only the requests submitted by your site, clear
the check mark beside All Sites. Type the first 3 letters of your school name in the School
Name(s) box and select your school. Click on the Search button.

e Select the request you wish to change by clicking on the blue Business Master Name
hyperlink.

Dashboard |~ Request New Business Code or View Business Master X

Business Master Request Summary

School Type 2, Tech Sites

CFind Existing Busi ®View Req

f Calendar Year * 2017-2018 ‘
School Name(s) Select
- 1 Al Sites

v Enter search text

Export to Excel = @ New Business Request

Submitted Request by
Status Approval Stage Approved Status Business Code Request Business Master Name:  Date Request Number Organization Name  Requested
[+ Ac IMD Approver - Fu.. Pending Denise Test 4 02/28/2018 OBM-BI-41371
[+ Ac.. IMD Approver - Fu__ Pending Denise Test 3 02/27/2018 OBM-BI-41370
[# Ac. New-Draft Pending Denise Test 2 02/27/2018 OBM-BI-41369
(# Ac... | IMD Approver - Fu.. Pending Denise Business Test 02/26/2018 OBM-BI-41368
[+ Ac... Ne'w—Dra_ﬂ Pendﬂ Denise's Business Dﬁ’i(ﬂ 8 OBM-BI-41367
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e Click the Change Request button.

Dashbeard Request New Business Code or View Business Master x Business Master X

Request New Business Code or View Business Master

Business Code g gese

Business Name’ Denise Business Test

Primary NAICS Code” (519130) Internet Publishing and Broadcasting and Web Search  FEI Number
—Select— v
(Note: Enter Number or Name)

DUNS Number Vendor Number

Business Type Required for NAISC code starting with 92*

City Business ' County Business ' State Business _ Federal Business

Physical* 1500 W. 7th Ave Stillwater Oklahoma 74074

Mailing 1500 W. 7th Ave Stillwater Oklahoma 74074

@ (@ Change Request | @) & Refresh

e You will get a popup indicating you are going to cancel the approval process and initiate the
change request process. Click OK.

Change Request

You are going to cancel the approval process and initiating the change request process,
Are you sure?

Cancel
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o Make the necessary changes to your request. Click Submit for Approval.

S Submitter

Tech Center

Technology Educ:

Business Code sasen

Business Name* Denise Business Request Test #6

Primary NAICS Gode~ (811430) Footwear and Leather Goods Repair FEI Number

—Select—

(Note: Enter Number or Name)

DUNS Number ‘Vendor Number
Business Type Required for NAISC code starting with 92*

city county state Federal

that will be courses at your school and must have operations in Oklahoma with an Oklahoma

NOTE: The business you are requesting must have employ
address. The only exception would be for Volunteer Fire Departments.

Physical* 1500 W. Tth Ave Stillwater Oklahoma | 740744 ]

Mailing

@ @ Submit For Approval | & Refresh

e Click OK.

Business

Successfully submitted.
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e Click on the Approve button if you are ready to finalize your changes.

Approval Process - New Business Master Approval

NOTE: Enter Approval/Rejection Note and then Click on Approval button to finalize your changes and submission to further Process.

Click on Approval button to finalize your changes and submission to ODCTE.
Request Number
OBM-BI-41398
Approval Stage Approval Date Approver Role  Approved By Approver Email  Approval Status ~ Note Private Note

» Business Submitter - 1st Stage 3/26/2015 2:08:0... | Tech Center... | Denise- Chri... Denise.Christ... CancelforC... | Change Request Process

IMD Approver - Fully Approved ... 3/26/2018 2:12:3...

Current Approval Stage Information

Approved By" Christy Denise Approval Stage” 1st Stage
Approver School* Oklahoma Department of Career and Technology Education Approver Role” Tech Center BIS Submitter
Approver Email* Denise Christy@careertech ok gov Approval Date™ 03/26/2018
ApprovaliRejection Note
Format * B I U E = = = EZE o@

Private Note

Format v B I

=]
[
i
]
il
i
Il
§
E

Active Status of a Business Code

A business code may exist in CTIMS, but it is no longer active.
e Click the arrow ' * next to Organizations on left navigation.

EDI - Local Coordinator N

Details

Oklahoma Department of Career and Technology Education

EDI - Lacal Coordinator - i

Details

‘Oldahoma Department of Career and Technology Education
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e Select Request New Business Code or View Business Master.

Oklahos < Uepartment of Career and Technology Cdlucation J J

Okiahoma Depariment of Career and Technology Education

Shert Name OK DEPT CAREER TECH

Grganization Cade 601000000

e Inthe field for Business Name, type in the name of the business, then click the Search

‘Oklahoma Department of Career and Technology Education iy i =

Dashboard | Request New Business Code of View Business Master X

# [Eorganizations

Business Master Request Summary

‘School Type Tech Sites

(@Find Existing Business _View Requests

v Entersearch fext

Business Name:

+ Wew Business Request

Business
Status  Master cS DUNS
Code  Business Master Name Physical Adaress Malling Address Code FEINUmber  Number Business Type

e In the status column, check the status of the code; active or inactive.

Dashiboard | Request New Business Code or View Business Master X

Business Master Request Summary

Schoal Type Tech Sites

@Find Existing Business CView Requests

v | eskimojoe

gl v Savechanges @ Cancelchanges | + Mew Business Request

usiness
N ster
Gox Business Master Name Physical Address Maiing Address

DUNS Number Vendor No Business Type

NAICS Gode: NAICS Name FEI Number

Sample Organization 501 W. Elm Avenue, Stlwater, Okizhoma, 72511 Full-Service Restauranis

Sample Organization 3804 N LAND RUN DR, Sillvater, OK. 541390 Ofher Services Related 1o Advertising

NOTE: To activate an inactive code, contact CTIMS support at
CTIMSSupport@careertech.ok.gov.
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CTIMS Helpful Hints

CTIMS Helpful Hints

e There are scroll bars located at the bottom and right of some of the screens in CTIMS. If
you cannot see all of the information on a screen, go to the right or bottom of the screen
and use the scroll bar to see navigate over to view additional columns and rows.

e You can flip between screens or tabs in CTIMS. Click on any open tab at the top of your
screen to toggle between them.

Oklahoma Department of Career and Technology Education

EDI - Local Coordinator

EDI Grant Fung_ Invoices List

,  Grant Fund Type:*

EDI

2019-2020

. Organization* Enter the first three characlers of any word that is include

Tech Center Distnct

Program Infiatrve:* —Select

Approval Function Type: * Al

Filter on Status: * Al v | Qsearcn
[ Expont to Excel

Agreement Agreement

BAP
Proces Agreement Submission Dale Approval Stage Approval Stat

There are tabs within screens in CTIMS. Look for these tabs to view a different screen or
more information. For example, within the Invoice Process, on the EDI Grand Fund
Invoices List screen, there are two tabs: Grant Worksheet/Agreement/Invoice List and
Manage Grant Invoices. You can flip between the two tabs within this screen.

Many sections in CTIMS can be expanded in order to view more detailed information by

clicking on the +(plus) sign or an arrow * next to the section header or line (row).
Hold down the Ctrl key and click on the + or — keys to zoom in or out.

Do not use the Print icon = to print documentation. Use the save icon 7o
download a pdf, then you can save it to your computer or print the pdf.

You can only have 10 tabs open at one time. To close tabs, click on the % on the right
side of the tab you wish to close, then confirm that you would like to close by clicking
OK on the confirmation screen.
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Where’s my Worksheet, Agreement or Invoice?

To find out what approval stage your worksheet, agreement or invoice is in, you can take the
following steps:

Worksheets/Agreements

On the navigation on the left, go to Grants>Grant Process>EDI Process>then click on
EDI Manage Grant WorkSheets/Agreements/Invoice/Follow-up.

Complete the EDI Grant Fund Worksheets List form and click Search.

The list of worksheets/agreements will populate. In the Agreement Approval Current
State column you can see at which stage the worksheet/agreement is currently in.

You can also click on the * on the left, on the worksheet row to view the worksheet and
agreement summaries. This includes approval/rejection notes for each approval stage.

NOTE: If the worksheet is still in the New Draft stage, the approval summary will be blank.

Invoices

On the navigation on the left, go to Grants>Grant Process>EDI Process>then click on
EDI Invoice Process.

Complete the EDI Grant Fund Invoices List form and click Search.

There are 2 tabs: Grant Worksheet/Agreement/Invoice List and Manage Grant Invoices.
Click on the Manage Grant Invoices tab.

You can use the scroll bar at the bottom to scroll to the right to see the Current Approval
Stage column.

Or you can click on the * on the left, on the invoice row to view the Invoice Approval
Summary. This includes approval/rejection notes.

Where are the Funds?

If you have created a new invoice and added a dollar amount to a line item, that amount
will be subtracted from your balance on the dashboard. This includes a draft of an
invoice that has not been submitted for approval.

If $0.00 are available in a line item to invoice, the line item will not appear on a new
invoice.
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Releasing Unused Funds

If a project has completed and not all funds are used, you can release the funds to be used for
another project.

Releasing Funds to be used for the Same Program Type

For example, you can release funds for a fire fighter program to be used for another fire fighter
program training project.
e Inthe Agreement, you will do a budget adjustment. Once the budget adjustment is fully
approved, the funds will be released and you can begin a new Worksheet for the new
training. Click here for guidelines on the budget adjustment process.

If you have a line item that has not been used and need to release the funds to be used for
another project, you will make that line item inactive:

e To make a budget line item inactive, click inside the field under the Status column to
check the box.

e Check the box, then Save as Draft.

e Make sure the line is inactive, then click Submit for Approval.

= Budget Line ltems

Grant Allocation
‘Sub Award Allocation Total Agreement Budgeted Fully Approved Invoiced Agreement Unbudgsted = (Allocated - Agmt. Budgeted) Remaining fo Inveice
$63,038.00 52558251 52558251 $11,014.21 $0.00 $5202379 §11,01421

+ Add Budget Line || X Remove Budget Line | Gancel Budget Line Ghanges

Work Sheet Total Req. Tolal  Malched Funds.

UTVIATV SAFETY CLASS 100 $150.00 | Cost Per Class $150.00 $150.00
ECSI CPRIFIRST-AID/AED CLASS 500 $180.00 | Cost Per Class 5900.00 $300.00
ADVANCED PUMPER GLASS 100 $6,500.00 | Gast Per Glass 56,500.00 56,500.00

FLAMMABLE LIQUID AND GASS GLASS 100 $4.400.00 | Cast Per Student $4.400.00 5440000

$11,950.00 $11,950.00

Maimum 1000 characters length

|
+ Attachments
|

+ Acknowledgements

CRefresh | [ Warksheet Summary | One Step Bf © Saveas Draft | @ Submit For Approval

139 |Page



CTIMS Helpful Hints

e (o back into the Agreement and click Approval Process.

= Basic Client Information
= Project Details

=+ Budget Line Items

== Attachments

=+ Acknowledgements

BA Summary Report SOU History Report () Relresh | [ View BRGZEF || [ BA Detail Report | [ View SOU | [3) Agreement Summary | + SaveasDrafl (@) Submit For Approval | 4 Change Request | (@) Budget Adjustment Process
Select— - ~Select— T 7 Aoproval Process

N

e Add the approval note in the Note field.

Approval/Rejection Note

Format v B I U

Add note here. If you do not have a note to add, =
type your initials. This field is required.

Private Note
Format v B I U == E o u B
|

+/ View to Public
Browse

Select files...

Attachment Note

Approval Stage File Name Uploaded On Attachment

e Add private note (optional).
e Click Approve.

a0

ok o Apgtomal b 1 s chages s b ODCTE [ | ot | sarrn
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e On the pop-up screen, click OK.

Information

Are you sure?

e Verify the submission by clicking OK.

Information

Successfully Approved the request.

OK

S

CTIMS Helpful Hints

The request has been successfully submitted and will go to the EDI Local BIS Director.
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